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One  of  the  greatest  joys  that  comes  from  sharing  in  the  work  of 
the  National  Association  of  School  Secretaries  is  the  opportunity  given 
to  meet  and  know  so  many  fine  persons.  Drawn  together  by  mutual 
interests,  acquaintances  soon  become  friends. 

The  stimulation  that  comes  from  meeting  with  persons  engaged  in 
similar  work  and  discussing  common  problems  was  experienced  by  all 
who  attended  the  Atlantic  City  meetings.  The  enthusiastic  and  spon¬ 
taneous  participation  in  the  group  discussions  and  the  attendance  at  all 
of  the  meetings  proved  the  intense  desire  of  our  group  to  grow  profes¬ 
sionally.  Elsewhere  in  this  issue  you  will  find  a  detailed  account  of  the 
meetings  in  Atlantic  City. 

Professional  status  for  our  group  will  result  only  as  we  ourselves 
strive  to  improve.  With  the  encouragement  given  by  colleges  and  uni¬ 
versities  through  offering  workshops  and  institutes  to  facilitate  our 
efforts,  marked  progress  should  be  seen  in  the  next  few  years. 

The  summer  meeting  of  the  association  is  to  be  held  in  Cincinnati, 
Ohio.  Plans  are  still  in  the  fonnative  stages.  The  NEA  meets  from 
July  7  to  11.  It  is  hoped  that  we  can  have  an  institute  for  two  days 
prior  to  that  with  our  departmental  meeting  on  July  7.  Tentative  dates 
set  for  our  group  are  July  4-8.  Unfortunately,  hotel  assignments  havf 
not  yet  been  made  by  the  NEA  so  that  we  cannot  announce  our  head¬ 
quarters,  but  information  will  be  sent  to  all  members  as  soon  as  it  is 
available. 


Again  this  summer  a  number  of  workshops  and  institutes  will  be 
offered  to  school  secretaries.  Northwestern  University  has  announced 
a  week’s  institute  to  be  held  August  4  to  9.  The  University  of  Maine 
is  to  hold  a  week’s  workshop  for  secretaries,  also  August  4  to  9.  Purdue 
University  is  to  have  a  workshop  again  this  year,  August  4  to  9. 
Columbia  University  will  hold  a  workshop  again  this  year  also,  July  ^ 
to  August  2.  More  detailed  plans  about  these  workshops  are  given  in 
another  section  of  this  issue  of  the  magazine. 

Ml 

We  sincerely  hope  that  all  who  possibly  can  will  come  to  our  meet-  bo 
ings  in  Cincinnati  and  also  will  plan  to  attend  one  of  the  workshops  or  qj 
institutes  arranged  for  school  secretaries. 
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CHILDREN’S,  TEACHER’S 

SCHCOL  ACTIVITIES 

COORDINATED!  ^ 


WITH  DITTO 


SCHOOLS 


%  Ditto’s  initial  cost  is  quickly  regained  by  the  economi- 

V  methods  available  to  the  school  with  Ditto 

installed.  Teachers  do  more  efficient  work  and,  most 
important.  Ditto  coordinates  the  activities  of  students 
and  teaching  staff. 

Ditto  workbooks,  compiled  by 

iccognized  authorities  in  all  edu-  ___  _  _ 

Mtional  fields,  are  a  teaching 

boon  in  every  grade.  Ditto  is  H  H  H  H 

economical.  Its  cost  H  H 

(Slickly  regained  through  more  H  H  H  H  H 

efficient  methods  and  time  saved.  H  H  H  ^B  ^B 

Investigate  the  advantages  of  H  H  H  H  ^B 

Ditto  today  ,  .  .  a  postcard  will  ^B  BB 

bring  full  details.  Tnulr  Mark  Rro.  I'.  ».  Pat.  OH. 

DITTO,  INC.,  631  S.  Oakley  Blvd.,  Chicago  12,  Illinois 

When  dealing  with  our  advertisers,  please  mention  the  National  Secretary 


CHILDREN: 

Ditto  provides  better,  more  accurate  work  sheets  and 
outlines  for  children  .  .  .  improves  their  concentra¬ 
tion.  Youngsteers  learn  more  quickly,  are  more  alert 
when  offered  the  many  advantages  of  Ditto. 

TEACHERS: 

Teachers  have  more  time  for  review  and  individual 
student  attention  when  using  Ditto’s  simple  dupli¬ 
cating  system.  Ditto  reproduces  anything  written, 
typed  or  drawn  at  the  rate  of  70  copies  a  minute. 
Teachers  quickly  prepare  lessons,  outlines,  worksheets 
in  record  time. 


MID-WINTER  MEETING 

NATIONAL  ASSOCIATION  OF  SCHOOL  SECRETARIES 


ATLANTIC  CITY,  NEW  JERSEY 
March  1-2,  1947 

The  afternoon  program  of  the  midwinter  meeting  of  the  National  Association 
of  School  Secretaries  was  held  on  Saturday  afternoon,  March  1,  1947,  in  Cambridge 
Hall  at  the  Hotel  Claridge,  Atlantic  City,  New  Jersey.  Miss  Eleanor  M.  Dearden, 
President  of  the  National  Association,  presided.  Miss  Dorothy  Low,  President  of 
the  New  Jersey  Association,  and  Miss  Catherine  Raftery,  President  of  the  PhiU- 
delphia  Association,  brought  the  greetings  of  their  respective  groups. 

Miss  Anna  M.  Gloor  of  East  Orange,  New  Jersey,  gave  the  following  summary 
of  the  Discussion  Groups  which  were  held  during  the  morning: 

Twelve  elementary  school  secretaries  met  to  discuss  a  variety  of  their 
common  problems  such  as:  Filing,  indexing,  record  keeping,  interchange  of 
records,  advantages  of  greater  uniformity  in  types  of  records  kept;  corres¬ 
pondence  contacts;  with  parents  in  cooperation  with  school  nurse,  counselors, 
teachers,  attendance  officers;  First  Aid  in  the  absence  of  a  doctor  or  nurse; 
amount  of  authority  the  school  secretary  may  have  or  exert;  cooperation  with 
teachers,  supervisors,  visitors;  responsibility  in  respect  to  payroll  and  report¬ 
ing  of  teacher  absence.  Admission  of  pupils,  vaccination,  etc.  Answering  the 
telephone,  general  knowledge  of  the  school  system,  and  necessity  for  its  use. 
Various  reports,  such  as  weekly,  monthly,  semi-annual,  annual,  bi-annual, 
milk  subsidy  reports,  visual  education  reports.  Hours  of  work,  the  use  of 
“transient”  secretaries,  regulations  concerning  absence  and  cumulative  absence. 

Fannie  Barmish  of  Philadelphia  was  discussion  leader.  The  points  of 
view  expressed  reflected  a  great  similarity  in  things  called  “problems”,  and 
many  constructive  suggestions  for  their  handling  were  forthcoming.  Girls 
from  widely  separated  areas  were  present.  Those  present  decided  to  inter¬ 
change  records  of  various  types. 

Eight  junior  and  senior  high  school  secretaries  gathered  to  discuss  their 
responsibilities.  Informally,  before  the  meeting  opened,  those  around  the 
table  compared  notes  on  the  number  of  people  serving  their  various  school 
offices  as  compared  to  the  total  enrollment.  This  was  carried  into  the  meeting 
proper.  It  was  pointed  out  that,  though  there  was  great  divergency  in  the 
number  of  people  on  the  office  staff,  there  was  also  great  divergency  in  the 
internal  organization  of  the  various  schools  and  it  was  agreed  that  one  had 
a  bearing  on  the  other. 

Records  of  various  kinds  stimulated  discussion.  Whether  she  came  from 
Michigan,  New  Jersey  or  Pennsylvania  the  high  school  secretary  is  concerned 
with  the  mechanics  of  attendance — keeping  and  reporting  in  all  of  its  aspects; 
with  college  records;  and  pupils’  cumulative  and  academic  records. 

She  was  likewise  interested  in  why  she  does  certain  types  of  reports  and 
what  use  is  made  of  these  reports  afterward.  After  a  full  and  free  expression 
of  views,  it  was  agreed  that  from  the  high  school  secretary’s  point  of  view 
her  “problems”,  i.e.,  the  technical  ones,  were  the  result  of  planning  (or  the 
lack  of  it)  by  those  in  higher  authority  than  hers  and  that  the  work  of  the 
school  office,  in  a  large  measure  either  reflected  that  planning  or  its  lack. 

In  general,  it  was  agreed  that  an  ephemeral  something,  call  it  “educational 
engineering”,  was  called  for  on  the  part  of  the  administrators.  As  a  comple¬ 
ment  to  this  it  was  felt  that  the  secretary  who  has  a  part  in  working  out 
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these  problems  does  a  better  job.  Some  felt  that  the  presence  of  adminis¬ 
trators  at  such  a  discussion  as  this  would  be  helpful. 

The  point  was  also  made  that  in  doings  the  work  that  needs  to  be  done, 
care  should  be  taken  not  to  put  the  cart  before  the  horse.  In  this  situation 
our  first  job  is  to  assist  in  providing  a  place  where  better  education  for 
children  can  take  place.  Anna  Gloor  of  East  Orange  and  Helen  Jasienski  of 
Trenton  were  leaders. 

Twenty-two  girls  from  the  administrative  offices  gathered  to  discuss  the 
general  organizations  of  the  large  city  administrative  office.  They  came  to 
the  conclusion  that  definite  similarities  existed  in  each  community  but  that 
the  range  of  differences  was  great.  These  differences  appeared  chiefly  in  the 
scope  of  service  by  the  school  boards.  Some  provided  wide  and  free  use  of 
facilities  for  recreational  use,  evening  and  adult  education.  Others  were  very 
limited. 

A  feeling  seemed  to  exist  that  more  specific  information  concerning 
salaries,  preparation,  and  classification  of  responsibility  on  a  national  basis 
would  be  helpful.  Catherine  Raftery  was  discussion  leader. 

Twelve  secretaries  in  small  administrative  offices,  in  a  quick  survey, 
revealed  that  approximately  one-half  of  the  girls  present  had  responsibilities 
both  to  the  Board  of  Education  and  the  Supervising  Principal. 

Payroll  procedure  was  one  of  the  common  problems.  Personnel  Records 
were  also  discussed;  also  controls  which  were  centered  in  the  superintendent’s 
offices  such  as  who  selected  teachers,  substitutes,  purchased  supplies,  etc.,  were 
discussed.  The  group’s  final  discussion  centered  around  the  need  for  certifica¬ 
tion  of  school  secretaries.  Dorothy  Low  of  Ridgewood  was  discussion  leader. 

There  were  two  speakers  for  the  afternoon  session,  both  of  whom  gave  talks 
which  were  interesting,  enlightening  and  instructive.  Dr.  William  M.  Polishook, 
Director  of  Guidance  and  Head  of  the  Business  Education  Department  at  Clifford 
Scott  High  School  in  East  Orange,  New  Jersey,  entitled  his  talk  “Measures  of 
Efficiency.’’ 

He  pointed  out  that  secretaries  will  benefit  from  the  improving  status  of 
teachers  only  as  they  are  qualified  to  do  so.  Every  secretary  needs  to  evaluate 
herself  and  make  necessary  improvements  if  any  are  necessary.  Dr.  Polishook 
has  just  finishd  giving  a  course  for  school  secretaries  at  New  Jersey  State  Teachers 
College,  Paterson,  which  was  designated  as  a  Workshop,  and  girls  taking  the  course 
received  two  points  of  college  credit.  One  of  the  interesting  sidelights  in  connection 
with  the  course  was  the  discovery  that  in  a  great  many  instances  principals  do  not 
really  want  a  “trained  secretary”,  they  want  to  train  the  girls  themselves. 

Our  work  is  a  worthwhile  career,  but  in  looking  forward  we  must  set  up  stand¬ 
ards  for  our  group,  such  as  the  issuing  of  a  license  or  certificate  to  those  qualified. 

The  measures  of  efficiency  for  school  secretaries  must  be  built  around  three 
competencies:  1.  Personality,  2.  Skills,  3.  Occupational  Intelligence.  Standards  of 
personality  that  a  school  secretary  must  uphold  are  no  different  from  those  that 
any  good,  wholesome,  healthy  person  might  have. 

1.  Discussing  the  unusual  elements  of  personality  he  used  as  a  guide 
material  set  up  by  the  Harvard  Graduate  School  of  Education.  Under  the 
listing  for  personality  traits  were  the  following:  Mental  Alertness,  Initiative, 
Dependability,  Cooperativeness,  Judgment,  Personal  Impression,  Courtesy, 
Health  and  Organizing  Ability  (housekeeping  trait).  We  should  have  a 
sufficient  degree  of  them  to  be  competent. 


5 


Some  ways  of  telling  whether  these  personality  factors  exist  in  a  griven 
office  are  these:  Do  teachers  “come  to  the  office”  freely?  Are  you  included  in 
their  professional  undertakings?  Do  you  take  part  in  plays,  drives,  meetings? 

2.  Skills — What  measurable  skills  should  a  school  secretary  have?  They 
should  have  a  knowledge  of  typewriting,  shorthand,  filing,  office  machines,  etc. 
Dr.  Polishook  said  that  he  was  appalled  by  the  lack  of  labor-saving  machines 
in  most  school  offices.  The  questions  prompted  by  thoughts  about  secretarial 
skills  are  worth  consideration:  Are  you  getting  work  done  on  time?  Does 
it  take  an  intense  effort  to  do  the  job?  Do  you  have  something  “new”  in  your 
office  often  enough  to  attract  attention?  Are  you  forever  in  a  dither  about 
your  work?  When  you  leave  work  are  you  nervously  upset? 

3.  Occupational  Intelligence — The  goal  of  education  is  to  make  a  good 
citizen.  In  order  to  do  this  we  must  understand  something  about  schools; 
about  education  and  educational  terminology  and  words  that  are  used  in 
education.  We  must  know  what  schools  are  set  up  to  do,  the  purpose  of  our 
own  particular  school.  The  many  things  in  which  we  participate  must  make 
sense  to  us.  We  should  aim  to  be  intelligent  workers  rather  than  people  who 
take  orders. 

As  a  final  consideration  Dr,  Polishook  talked  about  the  “flow  of  work”  in  our 
offices.  He  stressed,  as  important  factors  in  easing  that  “flow”,  the  organization 
of 'physical  equipment  on  a  functional  basis,  the  organization  of  personnel  to  insure 
the  flow  of  work,  and  orderliness. 

'  *  •  •  ♦ 

Dr,  John  Waldman,  Superintendent  District  7,  Marshall  School  of  Philadelphia, 
Pennsylvania,  talked  to  us  on  the  topic  “The  Future  of  the  Secretary.”  He  stated 
that  he  had  just  completed  a  two-year  survey  throughout  the  country  as  a  whole 
and  in  Philadelphia  in  particular  to  see  what  could  be  done  to  meet  the  increasing 
demand  for  secretarial  work.  Dr.  Waldman  told  us  that  one  of  the  first  references 
which  was  ever  made  about  a  “secretary”  was  in  Roger  Asham’s  book  “Compleat 
Amanuensis.”  In  his  prediction  of  things  to  come  Dr.  Waldman  stated  that  there 
seems  to  be  two  trends  in  our  work: 

1.  The  ever-increasing  volume  of  paper  work. 

2.  The  trend  which  comes  about  us  as  we  gradually  become  a  community  force 
and  influence.  The  Principal  has  to  be  out  of  the  building  at  meetings,  etc., 
which  leaves  the  secretary  in  charge. 

In  order  to  become  really  professional  you  have  to  want  to  do.  Through 
organization  it  should  be  possible  in  the  years  to  come  to  have  entrance  qualifications 
parallel  to  those  of  a  teacher.  At  the  present  time  about  50%  of  school  secretaries 
have  only  four  years  of  high  school  training  and  only  about  10%  have  college 
education  or  its  equivalent.  To  become  of  professional  status  you  must  go  through 
the  throes  of  achieving  that  training. 

The  National,  State  and  local  associations  need  to  work  toward  the  training 
of  secretaries,  plus  certification,  plus  retirement,  plus  salary.  Salary  is  the  concrete 
recognition  of  work.  This  can  be  done  in  part  through  Conferences,  Workshops, 
and  in  encouraging  girls  to  take  college  courses.  All  of  these  things  may  not  be 
accomplished  so  that  they  will  aid  us,  but  we  will  have  to  work  for  the  next 
generation. 

Edith  A.  Hickey 

Thomas  Jefferson  High  School 

Elizabeth  4,  New  Jersey 
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For  more  than  fifty  years  UnderwtMKl  has 
been  known  as  Typewriter  Leader  of  the 
World  . . . 

T he  very  first  typewriter  to  give  secretaries 
a  front  stroke  visible  writing  machine,  shift 
key  locks,  keyboard  right-margin  release  key 
and  many  other  operating  conveniences. 
The  only  typewriter  to  give  you  easy-set 
front  margin  stops  and  a  time-saving  cen¬ 
tering  scale. 

The  very  last  word  in  typing  ease  .  .  .  with 
smooth,  speedy  and  rhythmic  key  action, 
and  other  operating  advantages  to  make 
your  typing  more  pleasant . .  .  and  to  help 
you  get  finished  on  time. 


UnderwcM>d  continues  to  lead  the  field  .  .  . 
and  brings  you  Rhythm  Touch  for  typing 
thrill;  an  open  door  for  new  speed  and 
accuracy. 

You'll  find  Rhythm  Touch  a  wonderful 
help  in  your  typing.  Your  fingers  will  rip¬ 
ple  happily  over  the  perfectly  balanced 
keyboard,  making  it  easy  to  increase  your 
speed. 

Lucky  the  girl  who  has  a  new  Underwtxid. 
Lucky  you,  when  you  get  one,  too.  Why  not 
talk  to  your  boss  about  ordering  a  new 
Underwtxjd  with  Rhythm  Touch?  Ask  him 
.  .  .  now! 

■N'our  nearby  Underwmxl  office  will  demon¬ 
strate  this  new  Underwood  with  pleasure 
.  .  .  and  sell  it  with  pride. 

Underwood  Corporation 

Typewriters  .  .  .  Adding  Machines  .  . ,  Ac¬ 
counting  Machines  .  .  .  Carhon  Paper  .  .  . 

Ribbons  and  other  Supplies. 

ONE  PARK  AVENI:E  NEW  YORK  16,  N.  Y. 
Underw<K)d  Limited,  135  Victoria  St. 
Toronto  1,  Canada 
Sales  and  Service  Everywhere 


Copyright  1947,  Undsrwood  Corporation 


TYPEWRITER  LEADER  OF  THE  WORLD 


When  dealing  tvith  our  advertisers,  please  mention  the  National  Secretary 
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ADVISORY  COUNCIL  MEETING 


ATLANTIC  CITY 

• 

A  meeting  of  the  Advisory  Council  was  held  in  Atlantic  City  on  Saturday 
morning,  March  1,  1947,  in  the  Hotel  Claridge.  Twenty-two  members  represented 
the  following  ten  affiliated  organizations:  Illinois  Association  of  School  Secretaries, 
Indiana  Association  of  School  Secretaries,  Massachusetts  Association  of  School 
Secretaries,  Michigan  Association  of  School  Secretaries,  New  Jersey  Association  of 
School  Secretaries,  Pittsburgh  (Pa.)  Association  of  School  Secretaries,  Pennsylvania 
State  Association  of  School  Secretaries,  Ohio  Association  of  Public  School  Employes 
(Department  of  School  Secretaries),  Virginia  Association  of  School  Secretaries, 
and  Washington,  D.  C.,  Secretaries  Association. 

Of  the  twenty-two  members,  twelve  attended  the  meeting  in  person  and  ten 
were  represented  by  written  opinions  on  the  questions  brought  before  the  group. 
Five  of  the  ten  represented  by  written  opinions  were  not  able  to  arrive  in  time  for 
the  meeting  due  to  train  connections;  the  other  five  were  not  able  to  attend  the 
convention. 

The  following  matters  were  considered  and  voted  upon: 

It  was  voted  that  the  National  Association  of  School  Secretaries  would  make 
a  salary  survey  of  the  entire  country  for  the  year  1947-1948  according  to  the  size 
of  cities,  and  that  a  second  tabulation  be  made  dividing  the  country  by  sections— 
North,  South,  East  and  West. 

Following  a  discussion  as  to  the  type  of  program  for  a  summer  convention, 
it  was  agreed  that  a  convention  be  planned  on  the  basis  of  three  major  items— 
discussion  groups  for  the  thrashing  out  of  ways  of  doing  comparable  jobs;  a  good 
speaker  on  a  subject  outside  of  our  immediate  practical  field,  and  a  good  enter¬ 
tainment  program. 

In  the  matter  of  workshops  it  was  agreed  that  workshops  should  be  initiated 
by  local  and  state  associations,  and  that  publicity  for  them  should  be  sponsored  in 
THE  NATIONAL  SECRETARY. 

Two  members  from  the  Advisory  Council  were  elected  for  the  Elections  Com¬ 
mittee  as  follows: 

Washington,  I).  C.,  Secretaries  Association — Mrs.  Agnes  S.  Hill,  Secretary  to 
Divisional  Director,  Munch  School,  Washington,  D.  C. 

Philadelphia,  Pa.,  Secretaries  Association — Miss  Catherine  Raftery,  Board  of 
Education,  Philadelphia  3,  Pa. 

There  will  be  a  meeting  of  the  Advisory  Council  at  the  summer  meeting  in 
Cincinnati.  Any  affiliated  group  who  has  not  sent  the  names  of  their  representa¬ 
tives  should  do  so  immediately.  Please  write  to  Mildred  Farner,  Box  28,  Findlay, 
Ohio.  Miss  Farner  will  keep  the  representatives  informed  concerning  the  plans 
for  the  meeting  in  Cincinnati.  Any  state  or  local  group  who  has  not  affiliated  are 
welcome  to  join. 
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SUNDAY  MORNING  BRUNCH  AT  THE  CLARIDCE 

Sunday  morning  I  awoke  at  eight  thirty — no  alarm  clock  rang — mother  wasn’t 
calling — and  Richard  hadn’t  opened  the  door.  I  awoke  because  I  had  a  date  at 
ten  thirty  for  Brunch  in  the  Cambridge  Hall  of  the  Hotel  Claridge.  A  look  at  the 
window  told  me  that  a  New  York  mist  was  covering  the  skies  of  Atlantic  City  and 
dropping  dew  throughout  the  shore  resort — or  at  least  I  imagine  that’s  what  the 
New  Jersey  Chamber  of  Commerce  would  say  in  their  report.  I  hurriedly  dressed 
and  left  my  room.  Going  down  on  the  elevator  my  thoughts  went  back  to  the  night 
before  and  the  wonderful  informal  party  I  had  attended,  where  a  good  time  was 
had  by  all,  I  was  remembering  mostly  the  prize  I  almost  won.  I  picked  up  my 
stomach,  put  back  my  teeth  and  left  the  elevator,  and  now  I  stopped.  It  was  too 
early  to  enter  the  Cambridge  Hall,  the  committee  would  be  at  work,  and  perhaps 
they  wouldn’t  let  me  in.  I  had  that  “I  want  a  cup  of  coffee”  look  in  my  eyes  and 
someone  might  notice  it.  I  decided  to  brave  it  all  and  marched  myself  right  into 
the  Hall.  The  committee  was  running  about  hither-thither.  I  dared  walk  around, 
everything  was  so  neat,  so  orderly,  so  well  done.  At  least  twenty-five  tables,  seating 
for  ten  each,  were  set  up,  with  white  table  cloths,  palms  in  the  center,  and  a  wooden 
cart  with  a  paper  porter  pushing  it.  The  cart  contained  2x2  carton-like  suitcases 
filled  with  taffy.  Everything  was  too  wonderful,  I  didn’t  want  to  leave.  I  mumbled 
something  about  “could  I  please  help?”  The  committee  was  very  nice  and  said  I 
could  help  if  I  didn’t  break  anything.  I  knew  I  couldn’t  promise  this  so  I  tiptoed  out. 

At  ten  thirty  right  on  the  dot  I  was  walking  back  into  Cambridge  Hall  where 
approximately  205  superintendents  of  schools  and  secretaries  gathered  together  to 
enjoy  the  Brunch. 

Mrs.  Virginia  A.  Halsey,  Past  President  of  the  National  Association  of  School 
Secretaries,  read  the  Invocation,  after  which  a  most  delightful  brunch  was  served. 

Mr.  Floyd  A.  Potter,  Superintendent  of  Schools,  Atlantic  City,  put  out  the 
welcoming  mat  and  Dr.  H.  M.  Corning,  Superintendent  of  Schpols,  Washington, 
D.  C.,  greeted  the  group  in  the  absence  of  Mrs.  Pearl  A.  Wanamaker,  President, 
National  Education  Association,  and  Dr.  Worth  McClure,  Executive  Secretary, 
American  Association  of  School  Administrators. 

Dr.  Roma  Cans,  Professor  of  Education,  Teachers  College,  Columbia  University, 
was  introduced  by  the  Presiding  Officer,  Miss  Eleanor  M.  Dearden,  President, 
National  Association  of  School  Secretaries.  Dr.  Cans’  talk  was  entitled,  “The 
Strategic  Services  of  the  School  Secretary.” 

Dr.  Cans  defined  the  secretary’s  strategic  services  into  the  following  categories: 
Air  Conditioning — “The  Voice” — Public  Relations — Mental  Who’s  Who — Supervisor 
of  Teachers — Memo  Editorial  Policy — LePage’s  Glue  for  the  Family  Hearth — and 
Child  and  Youth  Guidance. 

Air  Conditioning  was  defined  as  meaning  the  assurance  a  secretary  must  give 
the  callers,  or  the  cooling  off  process  to  angered  parents  and  citizens  of  the  com¬ 
munity.  “The  Voice”,  which  has  won  F.  Sinatra  fame,  could  be  very  w'ell  given 
to  the  secretary,  according  to  Dr.  Gans,  for  she  constantly  uses  her  voice  both  in 
personal  contacts  and  more  so  on  the  telephone.  This  so-called  “voice”  must,  of 
course,  be  pleasant  at  all  times,  regardless  of  one’s  personal  feelings. 

The  secretary  receives  her  share  of  Public  Relations  work  by  keeping  everyone 
happy,  insofar  as  teachers  among  teachers,  parents  and  teachers  and  children  and 
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teachers,  etc.  She  must  also  keep  a  mental  Who’s  Who  so  that  when  Mrs.  So-and-So 
calls  she  can  immediately  place  her  with  the  same  Mrs.  So-and-So  who  is  head  of 
the  Red  Cross  or  the  parent  of  Johnny  Jones.  This  Dr.  Cans  termed  an  “unwritten 
textbook”.  Supervisor  of  Teachers  can  well  be  another  earned  title  for  the  secre¬ 
tary  for  her  constant  supervision  on  teachers  for  their  weekly  and  monthly  attend¬ 
ance  sheets  or,  for  that  matter,  any  written  report  which  they  have  a  unique  habit  of 
forgetting.  The  secretary  must  also  use  a  diplomatic  editorial  policy  in  issuing  memos 
and  bulletins  to  the  teachers  so  that  they  do  not  sound  like  direct  orders,  or  do  not 
mean  exactly  what  they  do  mean,  in  exactly  the  same  manner,  and  yet  get  the 
Idea  across.  Reminding  the  Boss  to  cart  home  the  packages  he  purchased  at  noon¬ 
time  or  to  call  the  Mrs.  at  a  certain  time  or  pick  her  up  at  a  certain  place  when 
she’s  expecting  him  to,  is  Dr.  Cans’  interpretation  of  another  term  given  the 
secretary,  “LePage’s  Glue  for  the  Family  Hearth”.  Last,  but  not  least,  the  ever- 
important  youth  adjustment  and  problems  which  constantly  come  to  the  attention 
of  the  secretary  in  her  daily  work. 

Everyone  enjoyed  with  interest  Dr.  Cans’  talk  and  the  secretaries,  I  am  sure, 
walked  away  with  a  renewed  feeling  that  some  people  do  understand  and  appreciate 
the  many  untiring  days  she  spends  in  the  school  office  while  she  digs  her  finger¬ 
nails  into  the  palms  of  her  hands  and  yet  manages  to  smile  across  the  counter  to 
the  visitor.  Dr,  Cans  believes  we  are  finding  our  way  into  the  professional  ranks, 
but  how  far  we  get  and  how  soon  we  get  there  depends  entirely  upon  the  secre¬ 
taries  themselves. 

At  the  close  of  all  speeches,  the  president  stated  that  we  were  to  each  take  a 
souvenir  suitcase  from  the  table,  and  whoever  had  a  cross  on  the  back  of  his  program 
could  take  the  cart  and  paper  porter.  For  some  unknown  reason  no  one  at  my 
table  had  a  cross  on  his  program;  of  course  I  wanted  it,  and  I  must  have  shown 
it  in  my  eyes,  for  suddenly  I  heard  someone  say,  “Why  don’t  you  take  it?”  Before 
anyone  dared  change  his  mind  I  grabbed  it  and  walked  out  of  the  Cambridge  Hall. 

The  end  of  a  perfect  Sunday  morning — a  wonderful  Brunch  that  I  wouldn’t 
have  missed  for  worlds;  so  now  I  sit  me  down  and  wait  for  next  year’s  brunch  and 
who  knows,  maybe  another  cart  and  paper  porter. 

Ida  S.  LaPaglia 
Board  of  Education 
Trenton,  New  Jersey 
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“PASSING  IN  REVIEW” 

MID-WINTER  MEETING  -  ATLANTIC  CITY 
Feb.  28  -  Mar.  1-2.  1947 

By  Flo  Carretson 

• 

Since  Edith  A.  Hickey  of  Elizabeth  and  Ida  LaPaglia  of  Trenton 
have  given  you  a  very  full  account  of  the  formal  parts  of  our  program, 
I  shall  endeavor  to  touch  on  the  more  personal  incidents  of  the  conven¬ 
tion  as  we  “pass  in  review”. 

Friday  evening  found  many  of  our  “craft”  in  port  and  moored  for 
our  President’s  Open  House  and  Informal  Reception.  What  a  delightful 
experience  a  convention  offers — to  renew  old  friendships  and  make  new 
ones!  Yes,  our  first  post-war  meeting  and  our  first  as  a  department  of 
the  National  Education  Association  was  off  to  a  grand  beginning.  At 
least  55  members  and  guests  appeared  at  the  reception.  Thus  folks 
were  imbued  immediately  with  that  stimulation  to  participate  in  the 
program,  to  talk  over  together  their  common  problems,  to  have  the 
pleasure  of  hearing  outstanding  speakers  in  the  educational  field,  and, 
as  our  Editor  Kay  Mitchell  stated  in  the  last  issue  of  THE  NATIONAL 
SECRETARY,  “to  let  down  their  hair  and  have  some  fun”. 

Saturday  morning  dawned  with  “Ole  Sol”  bidding  us  rise  and  shine. 
Those  of  us  who  were  expected  to  open  up  the  registration  desk  at  9:00 
A.  M.  I  feel  were  more  fortunate  than  the  others.  Walking  down  the 
boardwalk  to  get  our  breakfast  naturally  gave  us  a  ravenous  appetite. 
However,  by  the  time  we  retunied  to  the  hotel,  after  satiating  our 
hunger,  the  sun  had  decided  to  go  back  to  sleep  for  another  forty  winks, 
which  carried  over  for  the  balance  of  Saturday  and  all  day  Sunday.  The 
skies  became  overcast,  the  winds  were  very  much  in  evidence,  and  finally 
it  began  to  snow  by  4 :30  P.  M.,  Saturday.  Who  said  Atlantic  City  never 
had  snow  that  stayed?  However,  the  inclement  weather  in  no  way 
dampened  the  spirits  of  our  conventioners. 

Registrations  started  at  the  hour  designated  and  kept  up  at  a  steady 
pace  until  about  3  o’clock.  Members  received  attractive  name  plates, 
official  programs  and  other  materials  of  an  informative  nature  to  aid 
them  in  their  stay  at  Atlantic  City.  The  official  registration  for  the 
convention  was  106.  Secretaries  came  from  Maine  to  Minnesota  and  as 
far  south  as  Florida  and  Louisiana. 

Prior  to  the  Meetings  of  the  Discussion  Groups  Saturday  morning. 
Members  of  the  Advisory  Council  with  Kay  Mitchell  at  its  “helm”  met 
and  real  problems  of  the  group  were  discussed  and  decided  upon  at  this 
time.  We  are  once  again  “going  places”  with  this  interested  and  hard¬ 
working  nucleus  forging  ahead.  As  you  recall,  this  Council  has  been 
dormant  as  well  for  the  past  five  years,  but  now  wff  shall  be  hearing  of 
its  active  functioning. 

Ten  A.  M.  and  Cambridge  Hall  was  steadily  filling  with  eager  mem¬ 
bers  about  to  participate  in  the  various  discussion  groups.  The  groups 
were  divided  into  five  classifications  which  covered  every  type  of  secre¬ 
tarial  position,  namely:  Elementary,  Junior  High  School,  Senior  High 
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School,  Administrative — Small  System  and  Large  System.  The  Discus¬ 
sion  Group  Leaders  selected  by  our  President  did  an  outstanding  piece 
of  work  and  much  valuable  information  was  gleaned  by  those  present. 
These  leaders  were:  From  New  Jersey — Dorothy  Low,  Ann  Gloor  and 
Hela  Jasienski;  from  Philadelphia — Catharine  Raftery  and  Fannie  K. 
Barmish.  Thanks,  Leaders,  for  a  fine  contribution  to  our  program. 

Despite  the  lure  of  the  boardwalk  in  any  kind  of  weather,  Saturday 
afternoon  found  over  a  hundred  secretaries  who  had  gathered  for  the 
resume  of  the  discussion  groups  as  well  as  talks  by  two  outstanding 
educators.  This  resume  of  the  Discussion  Groups’  findings  was  given 
very  aptly  by  Ann  Gloor  of  East  Orange,  New  Jersey.  Addresses  were 
then  given  by  our  two  stimulating  speakers,  namely:  Dr.  William  J. 
Polishook,  Director  of  Guidance  at  East  Orange,  New  Jersey,  and  Dr. 
John  Waldman,  Superintendent,  District  7,  Marshall  School,  Philadelphia, 
Pennsylvania.  Edith  Hickey,  in  her  own  inimitable  style,  has  covered 
the  details  of  this  program  very  fully  in  another  article.  The  afternoon’s 
activities  terminated  with  a  tea  given  in  the  Park  Lounge  of  the  Claridge 
Hotel  by  the  New  Jersey  and  Philadelphia  Secretaries. 

At  this  stage  of  “passing  in  review’’  it  is  worth  noting  that  much 
gratification  was  in  evidence  among  those  secretaries  who  had  attended 
Purdue  University  last  summer  and  who  were  afforded  an  opportunity 
to  meet  in  Atlantic  City.  I  know  I  was  as  ovemhelmed  as  any  of  the 
rest  of  them.  Those  who  stood  at  the  “sidelines’’  heard  the  recounting 
of  many  pleasant  experiences  at  “Old  Purdue’’,  “The  Governor’s  Palace”, 
etc.,  by  those  who  had  been  at  the  Workshop.  Much  interest  and  en¬ 
thusiasm  were  aroused  among  secretaries  to  seek  a  good  Workshop  Pro¬ 
gram  this  next  summer. 

In  reviev/ing  the  colorful  aspects  of  the  program,  one  must  not 
forget  the  plight  of  one  of  our  midwesteni  secretaries,  who  struggled 
unceasingly  en  route  with  her  large  suitcase  in  an  endeavor  to  open  it. 
Keys  of  all  descriptions  were  used  but  without  avail.  The  luggage  was 
deposited  in  the  President’s  Suite  upon  arrival  Saturday  until  this  young 
lady’s  room  was  made  ready.  All  the  time  she  was  wondering,  “How 
shall  I  open  the  suitcase?”  Alas!  Came  the  time  for  the  transfer  of 
the  luggage  to  its  rightful  room.  I  encountered  the  bellhop,  flushed  to 
the  roots  of  his  hair,  redepositing  the  contents  of  the  bag — which  case 
had  temperamentally  decided  to  open  in  the  hotel  hall.  And  all’s  well 
that  ends  well — the  case  found  its  rightful  destination  and  the  anxiety 
finally  eliminated  as  to  how  to  open  it.  Hope  the  case  behaved  on  its 
way  back  to  Chicago. 

The  highlight  of  Saturday’s  Program  was  the  Monte  Carlo  Party 
in  the  Board  Room  of  the  Hotel  Claridge.  The  party  was  given  to  the 
National  Association  of  School  Secretaries  by  the  Secretarial  Associa¬ 
tions  of  Philadelphia  and  New  Jersey  as  co-hostesses.  More  than  75 
secretaries  attired  in  all  their  finery  turned  out  for  this  gala  event. 
Guests  were  greeted  'at  the  door  and  were  generously  given  one  hundred 
dollars  each  to  squander  to  their  hearts’  content.  Identification  cards 
in  the  form  of  miniature  candy  canes  were  then  distributed.  These 
favors  were  not  only  decorative  but  were  useful,  too,  for  their  four 
different  colors  served  to  divide  the  group  into  teams.  Incidentally,  our 
own  Marie  Schmidt  made  these  favors. 
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In  no  time  at  all  the  fun  started.  The  first  instructions  were  tc 
collect  as  many  autographs  as  possible  on  a  sheet  provided.  This  gaw 
the  group  an  opportunity  to  meet  new  friends  and  renew  old  acquaint, 
ances.  Little  did  the  guests  realize  that  there  was  a  pot  of  gold  for 
this  assignment.  At  the  end  of  the  evening,  Miss  Charlotte  Marr  fr(Mi 
Washington,  D.  C.,  was  delighted  to  receive  a  lovely  compact  for  collect¬ 
ing  69  names  out  of  a  possible  72  signatures. 

The  room  then  seemed  to  be  transferred  into  an  exciting  casino. 
All  were  off  to  the  races !  Each  team  amid  much  hilarity  gambled  large 
portions  of  its  new-found  wealth  on  the  galloping  steeds,  put-and-taki, 
keeno  and  society  crap.  And  who  broke  the  bank?  Catherine  Murraj 
of  Cliffside  Park,  N.  J.,  won  the  grand  prize — a  beautiful  silent  butler. 
Mrs.  Agnes  Hill,  also  of  Washington,  D.  C.,  upon  whom  Lady  Luck  dk 
not  shine,  came  forth  with  a  consolation  prize  of  a  lovely  hankie.  Those 
who  ran  the  games  or  did  not  tempt  Fate  drew  for  a  non-player’s  prize. 
Olga  LaVolpe  of  Elizabeth,  N.  J.,  was  the  winner  of  a  handy  Revelon  Set 

The  question  of  the  evening  was,  “How  Many  Beans  Are  in  the 
Jar?”  In  figuring  the  possible  number  from  all  angles,  the  champion 
guesser  proved  none  other  than  Mrs.  Helen  Yawman  from  Rochesta, 
N.  Y.,  who  received  a  good-looking  pin  as  her  reward. 

Miss  Mabel  Bockelman  of  Atlantic  City  was  on  hand  to  read  the 
future  in  the  palms  of  many  of  our  guests.  So  popular  was  her  coma 
during  the  evening  that  it  was  impossible  to  take  care  of  everyone.  Many 
thanks.  Miss  Bockelman.  Refreshments  were  then  served  and  no  one  can 
deny  but  that  her  visit  to  Monte  Carlo  at  the  end  of  the  evening  was 
anything  but  a  success. 

The  Brunch,  to  which  superintendents,  administrators  and  principals 
were  invited  on  Sunday,  proved  a  worthwhile  climax  to  an  eventful 
weekend.  I  feel  the  Steering  Committee,  comprised  of  Edith  A.  Hickey, 
Marie  Schmidt  and  Mae  Rosenberg  of  New  Jersey,  and  Rea  Lindenberg, 
Helen  Suttie  and  Lily  Garber  of  Philadelphia,  deserves  much  praise  and 
commendation  for  the  highlight  of  the  convention.  Tiny  satchels  of 
Atlantic  City’s  famous  salt-water  taffy,  placed  on  small  wooden  trucks 
formed  the  centerpieces  of  the  tables.  These  wooden  trucks,  by  the  way 
were  made  in  the  Shop  at  Elizabeth.  We  are  grateful  to  Mr.  Demarest 
and  his  Shop  for  these  fine  pieces.  The  handsomely-printed  programs, 
the  white  snapdragons,  white  and  red  carnations  that  graced  the 
speakers’  table,  added  the  necessary  colorful  touches  from  the  decorative 
aspect. 

In  passing  I  cannot  help  but  mention  that  which  is  probably  an 
infringement  upon  Ida  LaPaglia’s  article,  namely,  the  very  fine,  stimu 
lating  talk  of  Dr.  Roma  Cans.  Her  statements  will  live  in  the  minds 
of  all  of  us  who  had  the  privilege  of  hearing  such  an  outstanding  speaker. 

With  the  termination  of  the  Brunch,  our  sojourn  was  over.  And 
at  this  point,  as  General  Chairman,  may  I  express  my  unstinted  appre¬ 
ciation  to  everyone  connected  with  the  real  labor  “behind  the  scenes 
which  produced  an  entirely  successful  performance’’. 

Many  had  another  stroll  on  the  boardwalk  before  leaving,  but  I  am 
sure  I  truly  speak  for  everyone  when  I  say  we  all  left  for  home  refreshed 
in  spirit  for  the  return  to  tasks  which  we  are  privileged  to  pursue. 
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Easier  on  the  Eyes  — 

Better  Duplicated  Copies 

Major  improvement  in  stencil  duplicat¬ 
ing — that's  the  new  high-visibility  cushion 
sheet  for  use  with  Mimeotype  (blue) 
stencil  sheets. 

Easier  to  type  stencil  and  proofread, 
quicker  corrections — high  visibility. 

High-quality  copy,  sharp  letter  out¬ 
lines,  blacker  reproduction. 

Ask  your  distributor  for  details. 
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When  dealing  ivith  our  advertisers,  please  mention  the  National  Secretary 


rO  WEDDING  BELLS 

LOUISE  H.  HENDERSON  BECOMES  MRS.  CARL  C.  NELSON 


Wedding  bells  rang  out  at  noon  on 
February  12,  when  our  Louise  Hen¬ 
derson,  the  organizer  and  first  presi¬ 
dent  of  the  National  Association  of 
School  Secretaries,  became  Mrs.  Carl 
G.  Nelson. 

The  service  took  place  in  the  lovely 
little  Presbyterian  Church  in  Cynwyd, 
Pennsylvania.  The  church  was  sim¬ 
ply  but  effectively  decorated.  Ferns 
lined  each  side  of  the  chancel  rail. 
The  altar  was  banked  with  white 
snapdragons  with  white  candles  in 
silver  candelabras.  The  sun  shone 
through  the  exquisite  stained  glass 
window  above  the  altar,  filling  the 
church  with  a  lovely  glow. 

Louise  wore  a  gray  fitted  suit  with 
a  ruffled  peplum  back.  Her  shoes  and 
gloves  were  dark  violet.  Her  small 
flowered  hat  shaded  from  a  pale  to  a 
deep  violet.  She  wore  a  gray  persian 
scarf,  adorned  with  a  corsage  of  lilies 
of  the  valley. 

The  bride  was  attended  by  Eunice  Bounds,  the  former  corresponding 
secretary  of  the  National  Association.  Eunice  wore  a  navy  blue  suit 
with  white  accessories.  Her  hat  was  made  of  small  white  flow'ers.  On 
her  mink  scarf  she  wore  a  corsage  of  pink  sweetheart  roses. 

The  groom  was  attended  by  Joseph  Scholl,  a  business  associate. 

Preceding  the  ceremony,  the  groom’s  cousin,  Beverly  Bowser,  an 
outstanding  soprano,  sang  “At  Dawning”  and  “Perfect  Love”. 

At  the  conclusion  of  the  service  the  bridal  party  received  in  the 
rear  of  the  church.  Then  Louise  and  Carl  left  immediately  for  an  ex¬ 
tended  motor  tour  of  the  Georgia  and  Florida  resorts. 

As  many  of  you  know,  since  last  September  Louise  has  been  Super¬ 
visor  of  Secretarial  Services  in  the  Philadelphia  Public  Schools.  Mr. 
Nelson  is  an  engineer  who  is  district  manager  of  an  electrical  manu- 
facturng  firai. 
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THE  IMPORTANT  ROLE  OF  THE  SCHOOL  SECRETARY 


(A  recently  apF>ointecl  supervisor  of  secretaries  envisions  here  this  role  and  the 

part  the  supervisor  might  play  in  integrating  and  coordinating  the  services) 

By  Louise  H.  Henderson 

Supervisor,  Secretarial  Services,  Philadelphia  Public  Schools 

• 

Today  the  school  office  is  a  clearing  center  for  the  problems  of  the 
child,  the  staff,  and  the  community.  The  solution  of  these  problems 
calls  for  reliable  methods  of  analysis,  expert  knowledge,  the  deepest 
social  insight,  and  the  broadest  vision,  as  well  as  the  exercise  of  common 
sense. 

The  school  administrator  cannot  be  expected  to  carry  on  the  broad 
aspects  of  his  position  and  at  the  same  time  have  personal  contact  with 
every  one  who  seeks  information  or  help  from  his  office.  Nor  can  he  be 
expected  to  attend  to  the  volume  of  details  that  filter  through  the  office 
in  a  day.  Therefore,  the  school  secretary  must  act  as  liaison  officer 
between  the  administrator  and  the  public;  she  must  conserve  the  time 
of  the  administrator,  and  care  for  the  routine  work.  Thus,  the  school 
secretary  must  assume  a  large  share  of  responsibility  for  the  successful 
functioning  of  the  school  office. 

If  a  secretary  is  to  fulfill  her  responsibility  adequately,  she  must 
be  thoughtfully  selected,  well  trained,  and  given  a  share  in  the  policy 
making  of  the  school  system.  To  achieve  these  goals  the  work  of  the 
secretary  must  be  well  organized,  carefully  supervised,  directed,  and 
coordinated  with  the  activities  of  the  entire  school  system.  Human 
friction  must  be  minimized,  the  well-being  of  the  secretary  nurtured, 
and  enthusiastic  cooperation  fostered. 

It  is  costly  and  time  consuming  to  select  and  train  secretaries. 
Constant  changes,  particularly  in  a  school  office  where  there  is  only  one 
secretary,  work  a  real  hardship  on  the  entire  school.  For  these  reasons 
it  is  advantageous  to  stabilize  employment. 


Recruiting  and  Selection  of  Secretaries 

The  first  step  is  to  recruit  candidates.  The  next  is  to  set  forth  to 
the  prospective  candidates  the  advantages  of  the  position.  The  type 
of  work  should  be  explained,  the  responsibilities  outlined,  and  the  neces¬ 
sary  personal  qualifications  stressed. 

In  a  school  system  great  care  must  be  exercised  to  have  the  fairest 
possible  method  of  selecting  candidates  for  all  positions.  Every  effort 
should  be  made  to  select  employees  on  the  basis  of  their  total  qualifica¬ 
tions  and  not  merely  on  the  basis  of  a  written  examination.  Great  effort 
should  be  made  to  relieve  stress  during  these  examinations. 

The  following  procedure  is  followed  in  Philadelphia: 

1.  Candidates  submit  a  transcript  of  their  school  record. 

2.  Take  an  examination  which  will  test  thpir  skill  in  stenography 
and  typing. 
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3.  Take  an  intelligence  test  which  involves  situations  which  they 
will  have  to  face  on  the  job. 

4.  Come  before  a  committee  for  a  personality  rating. 

5.  Pass  a  physical  examination. 

The  committee  members  who  make  the  personality  rating  should 
be  carefully  selected  for  their  skill  in  dealing  with  people,  their  insight 
and  judgment.  The  personality  of  the  school  secretary  is  of  paramount 
importance,  for  often  the  school  or  administrator  is  judged  in  terms 
of  the  personality  of  the  secretary.  Therefore,  only  persons  who  have 
an  ease  of  manner,  an  interest  in  people  and  a  love  of  children  should 
be  considered.  In  addition,  the  candidate  should  be  flexible  in  her  think¬ 
ing  and  skilled  in  her  ability  to  adjust  quickly  to  different  situations. 
To  select  candidates  who  do  not  meet  these  requirements  results  in 
unhappiness  for  the  employee  and  inefficiency  in  the  system.  After 
the  candidates  have  passed  the  examinations  and  proved  they  are  the 
type  of  persons  qualified  for  the  position,  they  should  be  trained  for 
their  specific  work.  This  training  should  be  done  in  the  period  preceding 
assignment. 

Training  Techniques  and  Procedures 

This  training  should  be  conducted  by  the  supervisor.  The  puipose 
is  to  build  right  habits  of  work;  to  foster  an  attitude  of  interest;  and 
to  help  in  creating  the  morale  so  necessary  to  a  school  system.  It  should 
give  the  secretary  an  awareness  of  the  potentialities  of  her  position; 
and  stimulate  her  personal  growth. 

The  training  should  give  the  trainee  a  knowledge  of  the  school 
system;  skill  in  compiling  reports,  records,  and  requisitions;  develop 
judgment  in  handling  the  work  of  the  office;  establish  attitudes  toward 
work ;  and  create  understanding  in  human  relationships.  Mistakes  occur 
from  lack  of  understanding.  Training  should  develop  a  sense  of  respon¬ 
sibility  and  an  appreciation  of  the  secretary’s  contribution  to  the  total 
plan  of  education. 

This  training  should  employ  the  principles  of  learning;  and  should 
be  carried  on  in  a  manner  which  develops  initiative  and  group  participa¬ 
tion.  Part  of  the  training  should  be  given  over  to  actual  work  experience 
so  that  the  trainee  can  be  observed  in  this  situation.  A  fine  rapport 
should  be  established  during  the  training  period  between  the  supervisor 
and  the  trainee  so  that  the  trainee  feels  she  can  discuss  her  problems 
freely  and  be  sure  of  receiving  an  understanding,  helpful  response.  This 
rapport  once  firmly  established  carries  over  after  the  trainee  is  working 
in  the  system. 

One  technique  which  has  been  effective  in  Philadelphia  is  the  use 
of  socio-drama  to  demonstrate  relationship.  A  brief  sketch  of  the  epi¬ 
sode  is  given  to  the  volunteer  participants  and  they  are  given  two  min¬ 
utes  to  plan  how  they  will  enact  it.  This  technique  has  proved  both  an 
enjoyable  and  a  vivid  means  of  showing  the  right  and  the  wrong  way 
to  handle  relationships.  Various  office  situations  are  enacted — the  sub¬ 
stitute  teacher  who  comes  to  the  school  for  the  first  time;  the  visiting 
official ;  the  pupil  newly  transferred  to  the  school ;  the  teacher  who  tries 
to  secure  confidential  information;  the  irate  parent. 
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A  fine  example  of  the  way  a  school  office  should  not  look  is  shown  in  the  above  photo. 
Rosemarie  Saathoff,  Oak  Ridge,  Tenn.,  plays  the  bewildered  parent,  unable  to  attract  the 
attention  of  school  secretary  Rea  Lindenberg,  Philadelphia,  sitting  in  her  unattractive, 
uncomfortable,  incorrectly  arranged  “office”  while  Virginia  Bender,  Denver,  Colorado, 
frantically  studies  the  cluttered  teachers’  bulletin  board. 

A  typical  skit  stars  the  secretary  who  chews  gum,  puts  a  report 
in  the  typewriter,  makes  a  mistake,  destroys  the  form,  repeats  this 
process  two  or  three  times,  gets  disgusted  and  calls  a  friend  on  the 
telephone.  In  the  midst  of  the  telephone  conversation  a  taxpayer  comes 
in  to  seek  information  about  the  veteran’s  program.  She  is  ignored 
at  first  and  then  after  a  time  the  Secretary  condescends  to  wait  on  her. 
The  secretary  does  not  possess  the  knowledge  necessary  to  assist  the 
inquirer.  She  makes  no  effort  to  secure  this  information  and  is  both 
discourteous  and  indifferent.  As  a  result  the  inquirer  is  exasperated 
and  critical  of  the  whole  school  system.  .  .  .  This  skit  provokes  a  lively 
discussion. 

All  of  the  following  skits  are  acted  out  by  the  group. 

To  teach  office  arrangements  we  set  up  an  office  with  everything 
wrong  from  the  standpoint  of  efficiency  and  attractiveness.  Changes 
are  made  as  suggested  by  the  group.  The  reason  wffiy  the  change  is 
desirable  is  discussed.  Thus  the  group  becomes  aware  of  lost  motion 
and  energy;  the  relationships  of  correct  lighting  to  efficiency;  how  well- 
arranged  bulletin  boards  enhance  the  attractiveness  of  the  office  and 
encourage  reading;  how  the  addition  of  a  few  flowers  or  greens  con- 
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Above  photo  shows  the  seme  office  transformed  by  rearrangement,  tidying  up,  and  Hm 
addition  of  a  few  decorative  touches.  The  teacher  is  played  by  Louise  ffenderson,  who  ii 
speaking  to  Ruth  Rose  of  Pittsburgh.  Ruth  Sharpe  of  Cleveland  portrays  the  relaxed  parost 
peacefully  reading  a  popular  magasine  as  she  waits  to  see  the  school  principal.  That  pretty 
array  of  heads  belongs  to  some  of  the  secretaries  who  attended  the  secretarial  workthof 
at  Teachers  College,  Columbia  University,  last  summer. 

tributes  to  the  total  effect ;  how  pupils’  work  can  be  utilized  in  achieving 
artistic,  colorful  arrangements.  The  group  sees  how  an  unattractive, 
inefficient  office  can  be  transformed. 

Each  group  of  secretaries  that  is. trained  is  encouraged  to  help  train 
the  next  group,  thus  creating  group  loyalties.  The  training  is  con¬ 
stantly  evaluated  by  the  trainees  in  light  of  their  ability  to  use  it  in 
their  work. 

The  place  where  this  training  is  given  is  of  utmost  importance.  The 
room  resembles  an  ideal  school  office.  It  should  serve  as  an  inspiration 
to  make  all  school  offices  attractive. 

Since  this  training  office  is  colorful,  efficiently  equipped,  and  con¬ 
tains  suggestions  for  bookcases  and  accessories  that  can  be  built  in  the 
school  shop,  it  furnishes  many  ideas  to  the  trainees  on  how  their  offices 
can  be  made  attractive.  A  bulletin  board  shows  how  effective  displays 
can  be  arranged.  The  furniture  is  arranged  to  pennit  the  greatest 
efficiency  with  the  least  effort.  The  appearance  of  the  office  is  important 
for  it  reflects  itself  in  the  attitude  of  all  who  enter. 
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The  office  should  exemplify  all  the  school  teachers,  for  theory  with¬ 
out  the  practical  application  is  like  a  library  without  books.  A  school 
office  should  embody  the  principles  of  art,  good  taste,  and  friendliness. 
The  school  office  should  not  be  as  formal  as  most  business  offices — it 
should  have  a  touch  of  the  home  so  that  the  transition  from  the  home 
to  the  school  will  not  be  so  great  for  the  child.  The  office  should  be 
an  invitation  to  parents  to  participate  in  the  activities  of  the  school ;  and 
it  should  give  the  taxpayer  a  feeling  of  belonging  that  will  make  him 
want  to  share  the  responsibilities  of  education. 

This  does  not  mean  that  the  office  should  be  furnished  in  a  costly 
manner.  It  does  mean  that  it  should  be  attractive,  artistic,  and  inviting. 
It  should  reflect  the  spirit  of  the  school  and  emphasize  the  underlying 
philosophy. 

The  supervisor  should  organize  a  plan  of  follow-up.  The  attitude 
with  which  this  work  is  carried  on  reflects  a  spirit  of  friendly,  personal 
interest  in  the  progress  of  the  new  appointee. 

In  addition  to  periodic  visits  two  distinct  kinds  of  group  conferences 
should  be  conducted. 

First  come  conferences  for  the  new  appointees  at  which  time  they 
can  discuss  phases  of  the  work  not  covered  in  the  training,  and  then 
evaluate  their  training  in  light  of  its  specific  aid  to  them. 

There  should  also  be  conferences  for  the  entire  group  of  seci‘etaries. 
At  these  meetings  methods  of  simplifying  work,  improving  efficiency, 
learning  new  trends  in  education,  and  so  on,  are  on  the  agenda.  New 
appointees  are  introduced  and  made  to  feel  a  part  of  this  large  group. 
These  conferences  are  a  means  of  arousing  interest  in  work  and  creating 
greater  participation  by  the  group.  They  provide  opportunities  for 
leadership.  While  these  meetings  should  be  chaired  by  a  supervisor 
skilled  in  timing,  handling  difficult  situations,  and  integrating  the  think¬ 
ing  of  the  group  to  a  satisfactory  conclusion,  participation  both  by 
individuals  and  groups  should  be  encouraged. 

Professional  Security 

While  secretaries  enjoy  a  security  in  the  material  sense,  they  must 
feel  a  security  from  the  psychological  standpoint.  This  security  can 
be  gained  through  satisfaction  in  work  and  the  opportunity  for  promo¬ 
tion.  It  can  also  be  secured  by' sharing  in  policy  making. 

School  secretaries,  along  with  other  professional  employees  in  the 
Philadelphia  Public  School  System,  enjoy  retirement  privileges,  tenure 
in  office,  hospitalization,  group  insurance,  sick  benefits,  and  sabbatical 
leave.  Along  with  this  security  goes  a  fairly  stable  income,  one  that 
I  can  be  budgeted.  A  good  policy  of  recruitment,  training,  follow-up  and 
professional  security  makes  for  an  efficient  secretarial  school  staff. 
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THE  SECRETARY  SHOULD  BE  A  PUBLIC  RELATIONS  EXPERT 


It  is  essential  that  the  secretary  know  the  philosophy  of  the  school 
and  of  the  school  system  so  that  she  can  interpret  it  in  her  contacts 
with  the  pupils  and  the  public.  She  must  understand  herself  and  her 
emotions  so  that  she  may  recognize  the  biological  and  psychological 
factors  in  human  nature.  She  must  have  a  knowledge  of  psycholop 
so  that  she  can  apply  it  in  her  daily  contacts.  She  must  have  a  knowl¬ 
edge  of  organization  and  administration,  of  supplies  and  their  uses,  am 
of  textbooks. 

Records  must  be  accurate,  complete  and  easily  accessible;  reports 
must  be  prompt,  significant,  and  intelligible.  The  secretary  must  possess 
a  skill  in  stenography  and  typewriting  as  well  as  in  the  use  of  office 
devices.  It  is  essential  that  she  be  familiar  with  the  reason  and  the 
theory  behind  the  tasks  to  be  done.  Above  all,  the  secretary  must  see 
beyond  the  records  and  reports  the  human  side  of  work.  One  of  the 
most  important  phases  of  the  secretary’s  work  is  the  maintenance  of 
friendly,  helpful  relations  with  others. 

The  school  secretary  should  identify  herself  with  the  total  school 
program  as  it  affects  the  administrators,  teachers,  students,  parents,  and 
the  public.  The  position  involves  many  and  varied  relationships.  The 
secretary  has  a  responsibility  for  protecting  all  sources  of  official  and 
confidential  information.  Her  efforts  and  relationships  should  further 
the  aims  of  the  school  system.  The  fundamental  relationship  of  the 
secretary  to  the  teacher  should  be  one  of  service.  Any  person  seeking 
information  or  help  from  the  school  office  should  receive  it  directly  or  be 
assisted  to  find  the  proper  channel  through  which  the  help  can  be 
secured. 

The  secretary’s  relation  with  children  is  very  important.  Every 
child  should  be  considered  as  a  human  being  who  is  eager  to  excel  and 
quick  to  respond  to  a  friendly  gesture.  The  secretary  makes  the  first 
contact  with  the  child  on  his  entrance  into  school ;  she  keeps  his  record, 
and  knows  his  family  history.  She  becomes  acquainted  with  every  child 
who  is  not  adjusted  to  normal  classroom  life.  The  secretary  can  play  a 
large  part  in  character  education  and  guidance.  She  knows  that  many 
an  “office  frequenter’’  is  a  child  who  craves  attention  and  whose  work 
does  not  merit  praise. 

Many  a  child  has  been  encouraged  and  helped  because  a  school  secre¬ 
tary  has  won  his  confidence  and  assisted  him  to  find  himself.  Often  the 
secretary,  because  of  contacts  with  parents  and  social  agencies,  is  in  a 
position  to  know  a  great  deal  about  the  home  conditions  of  children  who 
are  misfits  in  a  classroom.  If  this  information  is  imparted  to  the  teacher, 
the  child  is  viewed  with  more  sympathy  and  understanding.  Not  that 
the  secretary  takes  the  place  of  the  teacher  or  counselor;  she  supple¬ 
ments  the  work  of  both. 

(Reprinted  from  SCHOOL  MANAGEMENT,  January  1947  issue, 
with  permission  of  the  Executive  Editor,  Mrs.  Lucile  D.  Kirk.) 
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Today,  school  cafeteria  buyers  have 
found  that  good  food  costs  less, 
especially  in  feeding  children  and 
teenagers.  There  is  no  waste  in  serv¬ 
ing  food  of  the  same  fine  quality 
that  is  featured  in  the  leading  ho¬ 
tels  and  restaurants.  There  is  no 
extra  cost  for  the  assurance  gained 
by  serving  food  of  the  same  purity 
as  that  served  by  the  most  exacting 
hospital. 


Sexton  foods  are  prepared  exclu¬ 
sively  for  those  who  serve  many 
people  each  day.  This  specialization 
makes  dealing  at  Sexton’s  pleasant, 
convenient  and  satisfying.  Sixty- 
three  years  of  dependable  service 
are  back  of  every  purchase. 

A  Sexton  salesman  calls  in  your 
town  at  least  every  other  week.  If 
he  has  not  been  in  to  see  you, 
please  drop  us  a  card  and  we  will 
have  him  calL 


When  dealing  with  our  advertisers,  please  mention  the  S’ational  Secretary 
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Editor’s  Page 


Katherine  E.  Mitchell,  Editor 


Mary  Patricia  Cleary,  Assistant  Editor 


MOTHERS  NEEDED  ON  SCHOOLBOARD,  says  Clement  T.  Malan, 
Indiana  State  Superintendent  of  Public  Instruction,  pointing  out  that 
modern  homemakers  labor-saving  devices  make  it  possible  for  a  mother 
to  do  justice  by  her  family  and  still  have  a  great  deal  of  optional  time. 
“The  modern  woman  of  fifty  years,”  says  Mr.  Malan,  “wears  bright 
variegated  colors  instead  of  wearing  only  the  blacks  and  greys  of  her 
forebears  of  like  years.  As  life  is  now  organized,  in  many  families  the 
women  often  have  more  leisure  or  optional  time  for  study,  reading,  con¬ 
certs,  lectures,  conventions,  and  other  cultural  or  civic  gatherings,  than 
do  most  men  who  are  still  the  bread-winners  in  most  families.” 

Mr.  Malan  points  out  that  in  Indiana  there  are  178  schoolboards 
with  571  members.  Of  these,  only  28  are  women.  “No  longer,”  says  hCj 
“should  outmoded  tradition  retard  our  progress  or  deter  us  from  seeking 
the  advantages  which  would  accrue  to  the  schools  by  including  Mother 
on  the  schoolboard.” 

We  heartily  agree  with  Mr.  Malan. 

If  you  have  not  sent  in  your  ballot  for  new  officers  to  the  Committee 
on  Elections  by  the  time  you  receive  this  magazine,  will  you  please  do  so 
at  once.  Getting  the  ballots  in  early  facilitates  the  work  of  the  Com¬ 
mittee.  Make  your  vote  count.  Send  ballots  to  Ann  Critchlow,  Chair¬ 
man  of  the  Committee,  Board  of  Education,  Salt  Lake  City. 

May  we  take  this  opportunity  to  thank  all  those  who  made  the  three 
issues  of  the  magazine  this  year,  1946-1947,  possible — the  advertisers, 
the  contributors  of  reading  matter,  our  “mailers”,  and  the  printer. 

Best  wishes  to  everyone  for  a  very  pleasant  vacation  period.  May 
you  come  back  full  of  vim  and  vigor  for  the  school  year,  1947-1948.  Be 
sure  to  include  at  least  one  of  the  workshops  in  your  plans.  You’ll  not 
regret  it.  _ 

Indian  prayer:  Grant  that  I  may  not  criticize  my  neighbor  until  I 
have  walked  a  mile  in  his  moccasins. 

When  some  men  discharge  an  obligation  you  can  hear  the  report 
for  miles  around. — Mark  Twain. 


0  God,  give  the  world  common  sense, — beginning  with  me. — Prayer 
of  a  Chinese  Christian. 


a  Present-day  conditions  make  it  especially  impor¬ 
tant  that  every  possible  core  be  exercised  to 
preserve  books  now  in  use. 

HOLDEN  BOOR  COVERS 

are  made  of  specially  prepared  material  —  waterproof  and 
weatherproof  and  will  prolong  the  life  of  the  books  from  one  to 
three  years. 

OLD  BOOKS  NEED  TO  BE  STRENGTHENED. 

NEW  BOOKS  SHOULD  BE  PROTECTED. 

WHY  NOT  PUT  THE  WEAR  ON  A  HOLDEN  BOOK  COVER 
INSTEAD  OF  THE  BOOK? 

Samples  Free 

Holden  Patent  Book  Cover  Co. 

Miles  C.  Holden,  President  Springfield,  Massachusetts 


POPULAR  SCIENCE  MONTHLY 


Here  is  what  Popular 
Science  Monthly  pro¬ 
vides  tor  every  student  and 
every  teacher  of  classes  in 
General  Science,  Biology, 
Chemistry,  Physics,  Indus¬ 
trial  and  Vocational  Arts . . . 


complete 

educational 

service 


The  representatives  oi  the 
Educational  Department  oi 
Popular  Science  Monthly  ap¬ 
preciate  the  many  courtesies 
that  School  Secretaries  through¬ 
out  the  nation  have  shown 
them,  and  hereby  express  to 
those  School  Secretaries  their 
warmest  thanks. 


High  School  Edition 


A  Current  Text  containing  more  classroom  moterial 
than  ever  beiore. 

A  Special  Rote  to  students— only  ISc*  a  copy  instead 
oi  25c  (a  40%  reduction  from  the  regular  price)— pays 
in  lull  for  the  entire  service. 

A  16-page  STUDENT'S  SUPPLEMENT,  containing  in¬ 
teresting  and  profusely  illustrated  additional  instruc¬ 
tional  material,  oi  both  a  practical  and  theoretical 
nature,  for  the  personal  use  oi  students. 

A  Desk  Copy  of  Populor  Science  for  the  teocher  FREE 
EVERY  MONTH. 

A  Monthly  Copy  of  the  "Science  Classroom,"  a  4-poge 
guide  that  simplifies  the  teacher's  task  and  makes 
every  issue  of  Popular  Science  directly  available  for 
classroom  use. 

*10  copies  is  the  minimum  order  at  the  student  rate. 


Educational  Department 


POPULAR  SCIENCE  PUBLISHING  COMPANY 

353  FOURTH  AVENUE.  NEW  YORK  10,  NEW  YORK 

When  dealing  with  our  advertisers,  please  mention  the  National  Secretary 
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NORTHWESTERN  UNIVERSITY  -  THE  UNIVERSITY  COLLEGE 
SCHOOL  SECRETARIES’  INSTITUTE 

Abbott  Hall,  710  Lake  Shore  Drive,  Chicago  11,  Illinois 
August  4-9,  1947 

The  University  College  is  conducting  a  School  Secretaries’  Institute 
to  provide  the  school  secretary  with  instruction  which  will  enable  her 
better  to  perform  her  duties ;  and  through  study,  discussion,  individual 
conferences,  and  lectures  to  help  the  school  secretary  enlarge  her  under¬ 
standing  of  current  educational  problems.  Any  woman  in  a  clerical, 
secretarial,  or  supervisory  position  in  any  public  school,  college,  or 
university  is  eligible  to  attend. 

PROGRAM 

DAILY  SEMINARS:  (1)  The  Speaking  Voice.  Through  the  use  of 
the  wire  recorder,  each  individual’s  voice  and  articulation  will  be  an 
alyzed.  The  daily  periods  will  then  be  spent  in  exercises  for  improve 
ment  and  instruction  in  the  use  of  the  voice. 

(2)  Effective  Writing.  Three  of  the  five  periods  will  be  used  by  all 
registrants  in  reviewing  the  basic  skills  of  writing:  grammar,  spelling, 
sentence  structure,  punctuation,  and  diction.  The  other  two  periods  the 
registrant  may  choose  whether  to  attend  a  section  emphasizing  letter 
and  report  writing,  or  a  section  dealing  with  the  problems  and  techniques 
of  school  publicity. 

(3)  Secretarial  and  Clerical  Techniques.  General  sessions  will  deal 
with  communication  problems,  reception  techniques,  and  general  office 
procedures.  Smaller  discussion  groups  will  consider  specific  problems: 
(a)  Registrar’s  office — student  records,  transcripts,  registration  pro¬ 
cedures;  (b)  Business  office — requisitions,  inventories,  purchasing, 
accounting,  budget;  (c)  Administrative  office — faculty  records,  teaching 
schedules,  policy  interpretations;  (d)  Supervisory  techniques  and  prin 
ciples. 

VOCATIONAL  AND  EDUCATIONAL  COUNSELING:  Each  regis 
trant  will  take  a  representative  range  of  vocational  interest  and  person 
ality  inventories,  mental  alertness,  and  aptitude  tests.  The  scores  will 
be  analyzed  for  their  significance,  partially  in  class  and,  as  much  as  time 
will  permit,  in  individual  conferences.  The  secretary’s  responsibility  in 
the  vocational  and  educational  counseling  in  a  school  system,  with  specific 
suggestions  for  its  implementation,  will  be  discussed. 

GENERAL  LECTURES:  (1)  ‘“The  American  Woman  Today,’’  (2) 
“Child  and  Adolescent  Psychology,’’  (3)  “Getting  Along  With  Others,” 

(4)  “Persons  vs.  People.’’ 


Daily  Schedule 

Monday,  Augu.st  4: 

9:00  General  Assembly  and  Announcements 

9:15-10:00  Registration 

10:15-12:15  Vocational  and  Educational  Counseling 
12:15-1:30  Lunch 

1:30-2:30)  The  Speaking  Voice — section  1 
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)  Effective  Writing — section  1 
!  2:40-3:40)  The  Speaking  Voice — section  2 

!  )  Effective  Writing — section  2 

Tuesday,  August  5: 

1  9:00-10:00  Secretarial  and  Clerical  Techniques  (General  Meeting) 

10:10-11:10  Vocational  and  Educational  Counseling 
j  11:20-12:20  General  Session:  “The  American  Woman  Today” 
12:20-1:30  Lunch 

1:30-2:30)  The  Speaking  Voice — section  1 

)  Effective  Writing — section  la — Letters  and  Reports 

)  section  lb — Publicity 

!  2:40-3:40)  The  Speaking  Voice — section  2 

)  Effective  Writing — section  2a — Letters  and  Reports 

)  section  2b — Publicity 

Wednesday,  August  6; 

9:00-10:00  Secretarial  and  Clerical  Techniques  (Group  Meetings) 

(a)  Registrar’s  office 

(b)  Business  office 

i  (c)  Administrative  office 

(d)  Supervisory  techniques 

:  10:10-11:10  Vocational  and  Educational  Counseling 

i  11:20-12:20  General  Session:  “Child  and  Adolescent  Psychology” 

I  12:20-1:30  Lunch 

i  1:30-2:30)  The  Speaking  Voice — section  1 
)  Effective  Writing — section  1 
■  2:40-3:40)  The  Speaking  Voice — section  2 

)  Effective  Writing — section  2 

Thursday,  August  7: 

9:00-10:00  Secretarial  and  Clerical  Techniques  (General  Meeting) 
10:10-11:10  Vocational  and  Educational  Counseling 
i  11:20-12:20  General  Session:  “Getting  Along  with  Others” 

‘  12:20-1:30  Lunch 

1:30-2:30)  The  Speaking  Voice — section  1 

)  Effective  Writing — section  la — Letters  and  Reports 

)  section  lb — Publicity 

2:40-3:40)  The  Speaking  Voice — section  2 

)  Effective  Writing — section  2a — Letters  and  Reports 

)  section  2b — Publicity 

Friday,  August  8 : 

9:00-10:00  Secretarial  and  Clerical  Techniques  (Group  Meetings) 

(a)  Registrar’s  office 

(b)  Business  office 

(c)  Administrative  office 

(d)  Supeiwisory  techniques 
10:10-11:10  Vocational  and  Educational  Counseling 
11:20-12:20  General  Session:  “Persons  vs.  People” 

12:30-1:30  Lunch 

1:30-2:30)  The  Speaking  Voice — section  1 
)  Effective  Writing — section  1 
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2:40-3:40)  The  Speaking  Voice — section  2 
)  Effective  Writing — section  2 


Saturday,  August  9: 

10:00  Brunch  and  Institute  Adjournment 

HOUSING:  Rooms  will  be  available  for  those  attending  the  Insti-  ti( 
tute  in  Abbott  Hall,  the  University’s  Chicago  Campus  student  union  build- 
ing.  Rates :  Single  room,  $2.50  per  day ;  two  or  three  in  room,  $1.75  a 
person  per  day.  (Food  should  average  between  $1.75  and  $2.00  per  day.)  r 
SOCIAL  ACTIVITIES :  Sessions  end  at  3:45  each  day.  The  “vaca¬ 
tion”  resources  of  the  Chicago  area  will  be  easily  accessible  to  the  mem¬ 
bers  of  the  Institute.  The  evening  hours  of  the  period  from  August  4 
through  the  9th  will  be  free  for  attendance  at  the  theatre,  concerts,  radio 
broadcasts,  picnics,  special  suppers,  or  any  other  activity  those  attending 
may  wish  to  promote.  The  Chicago  Campus  of  the  University  is  just 
eight  blocks  north  of  Chicago’s  Loop. 

INSTITUTE  STAFF:  Lecturers  and  discussion  leaders  for  the 
Institute  will  be  members  of  the  faculty  and  staff  of  Northwestern 
University,  experienced  school  secretaries,  and  outstanding  people  from 
business  and  professional  positions.  Dr.  Rollin  B.  Posey,  Dean  of  the 
University  College,  and  Mrs.  Martha  S.  Luck,  Executive  Secretary,  will 
coordinate  and  direct  the  Institute  program. 

FEES:  The  registration  and  tuition  fee  for  the  Institute  is  $10.00. 
Registrations  will  be  honored  in  the  order  of  their  receipt  and  should 
reach  the  University  College  office  no  later  than  July  15,  1947.  | 

For  further  information  write  to:  Mrs.  Martha  S.  Luck,  Executive 
Secretary,  The  University  College,  Northwestern  University,  710  Lake 
Shore  Drive,  Chicago  11,  Illinois. 


COLUMBIA  UNIVERSITY 

CONFERENCE  ON  RESPONSIBILITIES  AND  WORK  OF  SECRETARIES  TO  PRINCIPALS, 
DIRECTORS.  SUPERINTENDENTS.  AND  OTHER  ADMINISTRATIVE  OFFICIALS 
301  Teachers  College  Main  Hall 

A  conference  for  secretaries  to  principals,  directors,  superintend¬ 
ents,  and  other  administrative  officials  will  be  held  at  Teachers  College 
from  July  29  to  August  2.  The  program  includes  current  problems  that 
relate  to  the  work  of  the  secretary  in  the  field  of  public  relations,  per¬ 
sonal  relations,  community  resources,  intercultural  understanding,  and 
other  administrative  problems  where  secretaries  play  an  important  role. 
The  conference  fee,  without  credit,  is  $15,  payable  in  Room  2  Russell 
Hall  on  the  first  day  of  attendance.  Those  wishing  credit  should  register 
for  one  point  at  the  regular  tuition  rate  under  “Education  s230  CS.” 
For  details,  write  in  advance  to  Professor  W.  S.  Elsbree,  Teachers  Col¬ 
lege,  Columbia  University,  New  York  27,  New  York. 


UNIVERSITY  OF  MAINE 
ORONO,  MAINE 

Plans  are  being  worked  out  for  a  workshop  at  the  University  of 
Maine  the  week  of  August  4  to'  9.  Further  information  may  be 
obtained  by  writing  to  Dean  Glenn  Kendall,  Director  of  Summer  Session, 
University  of  Maine,  Orono,  Maine. 
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SUMMER  SESSION 

PURDUE  UNIVERSITY,  LAFAYETTE.  INDIANA 

WORK-CONFERENCE  FOR  SCHOOL  SECRETARIES 
August  4  -  August  9 

A  one-week  program  devoted  to  the  study  of  background  informa¬ 
tion  useful  for  school  secretarial  work,  with  consideration  of  the  specific 
duties  of  the  position.  _ 

-  MARCH  OF  TIME  FILM 

DELEGATES  FOR  THE  The  National  Education  Association 


CINCINNATI  MEETING 

You  should  plan  now  to  select 
the  person  to  represent  your  state 
as  a  delefi^ate  at  the  meeting  of  the 
National  Association  of  School 
Secretaries  in  Cincinnati,  Ohio, 
tentatively  set  for  July  4  through 
8.  Delegate  allowance  for  each 
state  from  the  Association  is 
$10.00.  The  person  selected  may 
be  from  your  state  association  or 
one  of  the  local  associations.  The 
name  of  the  person  selected  should 
be  sent  as  soon  as  possible  to  Miss 
Catherine  Crawley,  Executive 
Board  Member,  Jefferson  Junior 
High  School,  Washington  4,  D.  C. 


Teacher:  “Junior,  if  I  take  59  from 
101,  what’s  the  difference?” 

Junior:  “Yeah,  that’s  what  I  say.  To 
Heck  with  it.”  _ 

A  negro  boy,  going  through  a  ceme¬ 
tery,  read  this  inscription  on  a  tomb¬ 
stone:  “Not  dead,  but  sleeping.”  The 
lad  scratched  his  head  a  while  and  re¬ 
marked  to  himself:  “He  sho’  ain’t  foolin’ 
nobody  but  himself.” 

The  school  boy  whose  first  love  was 
baseball  was  writing  answers  to  an 
anatomy  test:  “Your  leg  is  what  if  you 
ain’t  got  two  pretty  good  ones  you  can’t 
get  to  first  base,  and  neither  can  your 
sister.”  _ 

From  a  high  school  junior:  “Your 
mind  is  truly  a  wonderful  thing.  It 
starts  working  the  minute  you  get  up, 
and  never  stops  until  you  get  to  school.” 


recently  assisted  the  staff  of  March  of 
Time  in  the  preparation  of  a  document¬ 
ary  film  devoted  to  the  present  crisis  in 
American  education.  The  film  is  en¬ 
titled  “The  Teachers’  Crisis.”  It  is 
scheduled  for  use  in  theaters  throughout 
the  nation  for  three  months,  starting 
March  15,  1947,  with  a  normal  audience 
of  nine  million  per  month.  Distribution 
of  this  regular  March  of  Time  feature 
will  be  handled  by  Twentieth  Century 
Fox.  Local  theater  managers  who  do 
not  regularly  show  the  March  of  Time 
but  who  wish  to  schedule  this  feature 
should  contact  the  nearest  Twentieth 
Century  Fox  branch  office.  State  and 
local  education  associations  wishing  to 
arrange  an  advance  screening  of  “The 
Teachers’  Crisis”  should  get  in  touch 
with  the  nearest  office  of  Twentieth  Cen¬ 
tury  Fox.  Because  of  its  vast  public 
significance,  school  leaders  may  wish  to 
cooperate  with  theaters  everywhere  in 
urging  use  of  the  picture. 

Professor  (to  freshman) :  “When  were 
you  born?” 

Freshman:  “On  the  second  of  April.” 

Professor:  “Late  again.” 

Teacher:  “John,  give  a  sentence  using 
the  word  ‘triangle’.” 

John:  “If  the  fish  don’t  bite  on  grass¬ 
hoppers,  triangle  worms.” 

Boss  (to  office  boy) :  “What  did  my 
wife  say  when  you  told  her  I’d  be  de¬ 
tained  at  the  office  and  wouldn’t  be  home 
till  late?” 

Office  Boy:  “She  said,  ‘Can  I  depend 
on  that’?” 
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SAID  AT  THE  ATLANTIC  CITY  MEETING  OF  THE  AMERICAN 
ASSOCIATION  OF  SCHOOL  ADMINISTRATORS 

“It  would  seem  we  Americans  should  now  have  learned  to  take  seriously  the 
adat^e  about  the  ounce  of  prevention — if  only  on  a  dollars-and-cents  basis.  There 
are  those  of  us  who  believe  that  education,  and  the  cultivation  of  understanding 
among  peoples,  offer  the  big  chance  for  prevention.  Yet  the  amounts  our  nation 
spends  for  domestic  education  are  declining,  relative  to  the  economy;  and  the 
amounts  we  spend  to  promote  international  understanding  are  a  pittance  compared 
with  the  need,  with  the  opportunity  and  with  the  alternatives.” — The  Honorable 
William  Benton,  Assistant  Secretary  of  State,  Washington,  I).  C. 

“While  public  education  should  be  divorced  from  politics  in  the  partisan, 
narrow  sense  of  the  term,  public  education  can  never  be  divorced  from  the  needs, 
w'ants,  and  wishes  of  the  people  it  serves.” — The  Honorable  Hubert  H.  Humphrey, 
Mayor  of  Minneapolis,  Minn. 

“The  crux  of  the  problem  today  and  in  the  forseeable  future  is  Soviet-American 
understanding.  To  be  sure,  it  is  important  for  us  to  know  far  better  than  we  do 
the  peoples  of  Britain,  France,  China,  India,  Brazil,  and  many  other  countries. 
But  we  might  neglect  any  one  of  these  without  inviting  disaster.  Of  the  seven  or 
eight  so-called  great  powers’  that  dominated  the  earth  in  the  early  years  of  this 
century  only  two  remain — Russia  and  the  United  States.  These  two  giants  tower 
over  the  other  nations  of  the  earth  as  great  mountain  peaks  tower  over  the  sur¬ 
rounding  foothills.  The  peace  of  the  world  literally  hangs  on  the  relations  between 
these  two  countries.  Without  friendly  collaboration,  or  at  least  mutual  tolerance, 
the  United  Nations  and  the  hope  of  peace  will  be  wrecked.  In  view  of  the  nature 
of  atomic  war  these  are  the  highest  stakes  for  which  men  have  ever  played.  We 
must  make  sure  that  we  play  our  cards  well.” — George  S.  Counts,  Teachers  College, 
Columbia  University,  New  York,  N.  Y. 

“We  want  our  children  taught  self-discipline  and  self-management.  More,  we 
want  them  emancipated  from  the  domination  of  those  ideas  that  diminish  the  love 
of  humanity  rather  than  enlarge  it.  It  takes  a  quickened  imagination  and  a 
warmth  of  feeling  to  experience  a  kinship  with  others.  Very  well,  then,  we  want 
the  schools  to  provide  situations  that  will  stimulate  both. 

“I  am  not  depreciating  knowledge.  Happy  is  the  individual  who  possesses  it. 
But  knowledge  in  and  for  itself  is  not  enough.  That  was  proved  to  us  beyond 
the  shadow  of  a  doubt  by  the  highly  skilled  and  highly  trained  youth  of  the 
dictator-ridden  countries.  That  Germany  or  Japan  didn’t  discover  the  coveted 
secret  that  lay  hidden  in  nuclear  fission  before  we  did  was  not  due  to  a  lack  of 
knowledge,  although  I  admit  that  we  had  the  good  sense  to  marshal  the  keenest 
minds  in  the  world  for  the  dubious  honor  of  splitting  the  atom.  What  we  need  is 
a  generation  who  knows  how  to  use  knowledge  for  the  benefit  of  mankind,  not  for 
its  destruction.” — Mrs.  L.  W.  Hughes,  President,  National  Congress  of  Parents 
and  Teachers. 

“The  evidence  is  crystal  clear  that  the  right  kind  of  education  is  the  crucial 
thing  in  improving  the  level  of  welfare  of  the  various  countries  of  the  world  and 
various  sections  of  these  countries.” — Harold  F.  Clark,  Professor  of  Education, 
Teachers  College,  Columbia  University. 

“What  the  fifties  will  be  in  school  administration  is  not  yet  clear,  but  it  seems 
safe  enough  to  forecast  a  new  and  different  generation  of  school  administration 
and  school  administrators.  I  hope  it  can  be  a  decade  of  quality.  I  expect  to  see 

(Continued  on  Page  46) 
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Ml  Winners 


SHAW  FINGER-PAINI 


CRAYOLA  WAX  crayon 


PERMA  PRESSCD  CRAYON 


ARTISTA  TEMPERA  PAINT 


LECTURERS  chalk  crayon 


ARTISTA  WATER  COLOR 


ARTISTA  POWDER  PAINT 


CLAYOLA  MODELING  MATERIAL 


GLOAMA  HOCK  PRINTING  INK 


AN- DU-SEPTIC  DUSTUSS 

COLORED  CHALK 


BINNEY  A  SMITH  CO.,  NEW  YORK  17,  NEW  YORK 


Rea  Lindenberg 

Room  302  Administration  Building,  Parkway  and  21st  Street 
Philadelphia  3.  Pa. 


I  was  so  happy  to 
be  able  to  say  “yes’* 
when  I  was  asked 
to  do  this  May  is¬ 
sue.  Of  course,  I 
do  want  you  to 
know  that  I  cannot 
possibly  do  the  job 
myself,  and  this 
article  is  being 
done  because  of  the 
capable  assistance  given  by  Catharine 
Raftery,  President  of  the  Philadelphia 
Secretaries  Association,  and  Esther 
Duretz,  a  member  of  the  Executive  Com¬ 
mittee  of  the  Philadelphia  Secretaries 
Association.  They  not  only  typed  the 
article  but  many  of  the  methods  of 
efficiency  incorporated  in  this  column 
were  suggested  by  them.  At  this  point, 
I  also  want  to  thank  our  editor,  Kay 
Mitchell,  for  taking  over  the  initial 
Efficiency  Exchange  column  in  the  Feb¬ 
ruary  issue.  It  was  a  big,  arduous  job 
to  be  dumped  in  her  lap  at  the  last  min¬ 
ute.  I  hope  we  can  do  as  well. 

Efficiency  Quiz 

Have  you  ever  attended  a  Workshop? 

Let  me  assure  you  that  for  a  broad¬ 
ened  and  stimulated  viewpoint  of  all 
’round  efficiency  and  a  grand  time,  plan 
one  for  next  summer.  I  speak  from  ex¬ 
perience,  having  attended  two  and  en¬ 
joyed  them  as  much  or  more  than  many 
of  my  vacations.  They  provide  an  oppor¬ 
tunity  for  travel,  exchange  of  ideas,  in¬ 


creased  knowledge  of  other  school  sys¬ 
tems  and  “hints”  for  increasing  our  own 
efficiency  on  the  job. 

Do  you  have  these  books,  magazines 
and  pamphlets  on  your  bookshelf  or  are 
they  accessible  to  you? 

School  Management  Magazine  (Pub¬ 
lished  monthly  except  July).  School 
Management,  Incorporated,  52  Vander¬ 
bilt  Avenue,  New  York  17,  New  York. 
$1.00  a  year. 

Roget’s  Thesaurus  of  English  Words 
and  Phrases. 

Standard  Handbook  for  Secretaries  by 
Lois  Hutchinson.  Published  by  Whit¬ 
tlesey  House,  McGraw-Hill  Book  Com¬ 
pany,  Inc.,  330  West  42nd  Street,  New 
York  18,  New  York.  $3.00. 

Style  Manual  (abridged).  Superin¬ 
tendent  of  Documents,  U.  S.  Government 
Printing  Office,  Washington  25,  D.  C.  35c 

Standard  Dictionary. 

Have  you  ever  used  an  Eraser  Stik? 

You  won’t  find  this  item  on  your  regu¬ 
lar  requisition  list,  but  it  can  be  pur¬ 
chased  at  any  stationery  store.  This 
eraser  looks  just  like  a  pencil  except 
that  instead  of  lead  you  have  rubber  in 
the  pencil.  It  is  sharpened  on  the  pencil 
sharpener  and  is  excellent  for  erasing 
that  one  letter  in  a  word  without  smudg¬ 
ing  the  rest  of  the  letters. 

Do  you  want  to  cut  a  stencil  that  is 
clear? 

Try  using  a  sheet  of  carbon  paper  as 
the  cushion  sheet,  carbon  side  up.  It 
makes  beautiful  clear  stencils. 
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Modern  Heath  Texts  for  Modern  Classes 

Esta  Ross  Stuart 

STUART  TYPING,  SECOND  EDITION 

Forkner,  Osborne,  and  O’Brien 

CORRELATED  DICTATION  AND  TRANSCRIPTION 

Bliss  and  Rowe 

EVERYDAY  LAW 

Kanzer  and  Schaaf 

ESSENTIALS  OF  BUSINESS  ARITHMETIC 

Rice,  Dodd,  and  Cosgrove 

FIRST  PRINCIPLES  OF  BUSINESS 

D.  C  HEATH  and  COMPANY 

180  Varick  Street,  New  York  City 


For  Quality  and  Service 

Use  our  •window  shades 

•  BULLETIN  BOARDS 

•  ERASERS  •SCHOOL  SEATING 

•  ELECTRIC  ERASER  CLEANERS 

•  BLACKBOARDS  » TEACHING  MATERIALS 
and  ALL  SCHOOL  SUPPLIES 


BECKLEY-CARDY  COMPANY 

1832  INDIANA  AVE.  CHICAGO  16,  ILL. 
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Do  you  want  to  save  on  desk  blotters 
and  have  an  attractive  desk  at  the  same 
time? 

Place  a  cellophane  or  thin  plastic 
cover  on  top  of  your  desk  blotter.  This 
keeps  the  blotter  clean,  desk  neat,  and 
if  you  wish,  you  can  put  permanent  in¬ 
formation  such  as  telephone  numbers, 
rosters  or  calendar  under  the  cellophane 
covering. 

Do  you  have  an  elusive  eraser? 

Attach  your  eraser  to  the  machine 
with  a  string  long  enough  to  reach  each 
end  of  the  carriage.  Remember  to  al¬ 
ways  run  the  carriage  out  to  the  right 
or  left  when  erasing,  thus  preventing 
particles  falling  in  between  the  keys. 

Do  you  make  use  of  the  slide  in  your 
desk? 

This  can  be  used  for  pasting  perma¬ 
nent  information  on  it  and  then  cover 
with  thin  cellophane. 

Does  everyone  in  your  office  see  all 
notices? 

An  easy  way  to  be  sure  that  no  one 
has  missed  seeing  a  notice  is  to  mimeo¬ 
graph  names  of  all  personnel  leaving 
space  for  initialing  or  checking.  Attach 
this  list  to  the  material  to  be  read. 

Do  you  have  difficulty  getting  good 
signatures  on  stencils? 

Use  the  right  stylus.  The  medium 
loop  stylus  was  developed  especially  for 
signatures. 

Do  you  get  tired  walking  around  a 
table  assembling  ten  to  twelve  pages  of 
mimeographing? 

How  about  a  small  cabinet,  approxi¬ 
mately  24  inches  high,  which,  instead  of 
having  drawers,  has  shelves  about  2  or 
2>/^  inches  apart  (e.g.,  a  cabinet  where 
pies  are  stacked).  As  it  ascends,  each 
shelf  is  about  one-half  inch  shorter  than 
the  preceding  one.  Insert  a  quantity  of 
mimeographed  material  on  each  shelf  in 
correct  numerical  sequence.  If  you  have 
more  than  ten  or  twelve  sheets  of  mimeo¬ 
graphing,  the  assembling  can  be  done  in 
sets.  This  is  a  space,  energy  and  time 
saving  device  that  some  of  us  have  found 
very  helpful.  Perhaps  your  vocational 
school  or  woodwork  shop  could  make  an 
“assembling  aid”  for  you. 


In  order  to  keep  this  column  alive  and 
of  service  to  all  of  our  National  Asio- 
ciation  Secretaries,  we  must  all  make 
contributions.  Despite  our  plea  in  the 
February  issue  that  this  is  an  Efficiency 
Exchange,  we  received  only  one  or  two 
suggestions.  I  know  that  the  thing  that 
may  seem  unimportant  to  you  would  be 
most  welcome  to  other  secretaries.  Why 
not  sit  down  now  and  send  at  least  one 
suggestion  to  the  Efficiency  Exchange 
editor  for  the  next  issue? 


OUR  RESEARCH  DEPARTMENT 

This  is  just  a  little  reminder  that  the 
National  Association  of  School  Secre¬ 
taries  does  have  a  Research  Department 
and  will  be  glad  to  check  any  questioni 
which  you  may  have  regarding  salary 
schedules,  working  set-ups,  hours,  vaca¬ 
tions,  etc.,  from  various  cities  all  over 
the  country. 

Also,  our  Research  Department  would 
appreciate  receiving  copies  of  studies 
which  you  may  have  made  of  your  school 
system  recently. 

Direct  all  your  inquiries  to  Miss  Cath¬ 
erine  Daly,  Executive  Board  Member  in 
Charge  of  the  Research  Department, 
Board  of  Education,  1354  Broadway, 
Detroit  26,  Michigan.  Catherine  will  be 
very  glad  to  help  you  in  any  way  she  can. 


Teacher:  If  I  lay  three  eggs  here  and 
five  eggs  there,  how  many  eggs  will  I 
have?” 

Skeptical  Pupil:  I  don’t  think  you  can 
do  it. 


Dick:  “Who  was  the  smartest  in¬ 
ventor?” 

Pinky:  “Thomas  A.  Edison.  He  in¬ 
vented  the  phonograph  and  radio  so  that 
people  would  stay  up  all  night  and  bum 
his  light  bulbs.” 


Wife:  “Darling,  I’ll  miss  you  while 
you  are  on  your  hunting  trip.” 

Husband  (darkly) :  “You’d  better  pray 
that  the  guys  I’m  hunting  with  do  the 
same.” 
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A  Pleasant  Summer  to  You, 
School  Secretaries! 


W  ELL  we  know  what  an  exacting  position  is 
yours — and  how  efficiently  and  courteously 
you  have  filled  it  during  this  school  year. 

Now,  with  vacations  ahead,  we  wish  for  you 
all  the  happiest  of  summers! 

Our  representatives  look  forward  to  a  renewal 
this  fall  of  their  very  pleasant  relations  with  you. 

The  sunshine  of  life  to  you! 


BOSTON  17 
CHICAGO  1< 
DALLAS  1 
SAN  FRANCISCO  S 


Ct)MPAHlY 


NEW  YORK  11 
ATLANTA  3 
COLUMBUS  16 
TORONTO  5 


IF  WE  WANT  WORLD  PEACE 

WHAT  WE  WILL  HAVE  TO  GIVE  UP 

From  the  days  of  the  cavemen  until 
now,  every  advance  in  world  history  has 
involved  giving  up  something  from  the 
past.  We  will  have  to  give  up: 

(1)  Looking  down  on  “foreigners” — 
people  of  other  nationality  and  race — 
as  less  worthy  of  a  peaceful,  prosperous 
world  than  ourselves. 

(2)  The  attitude  of  America  first  and 
the  rest  of  the  world  be  damned. 

(3)  The  attitude  that  America  should 
sell  to  other  nations,  but  not  buy  from 
them. 

(4)  The  attitude  that  it’s  none  of  our 
business  what  happens  to  people  in  other 
countries,  and  none  of  their  business 
what  happens  to  people  in  America. 

(5)  The  belief  that  the  American  way 
is  the  only  right  way  of  doing  things, 
and  admit  there  are  other  ways  that  rnay 
be  as  right  as  ours  even  though  they 
are  different. — Adapted  from  Look  Mag¬ 
azine  (Cowles  Magazines,  Inc.,  511  Fifth 
Ave.,  New  York  17,  N.  Y.) 


OFFICE  OF  EDUCATION  REPORT 

Two  years  ago  the  U.  S.  Commissioner 
of.  Education  John  W.  Studebaker  set 
forth  a  reorganization  plan  “to  improve 
the  services  of  the  United  States  Office 
of  Education.”  In  his  Annual  Report 
for  1946  the  Commissioner  states: 

During  the  1946  fiscal  year  the  eight 
divisions  that  are  contemplated  in  that 
plan  were  organized  and  each  has  been 
functioning  for  a  part  of  the  year  at 
least  .  .  .  the  progress  achieved  during 
the  initial  year  of  the  new  organization 
of  the  Office  has  seemed  to  me  to  lay  the 
foundation  for  increasingly  effective 
services  to  American  education  in  the 
years  ahead. 

Major  need  now  is  for  funds  with 
which  to  completely  staff  the  new  organ¬ 
ization  now  scarcely  more  than  in  skele¬ 
ton  form  at  several  important  points. 


Obstacles  are  those  frightful  things 
you  see  once  you  take  your  eye  off  the 
goal. 
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My  face  is  really 
very  red  and  the 
blush  is  growing 
deeper  by  the  min¬ 
ute  as  I  thumb 
through  my  folder 
for  the  May  Lis¬ 
tening-In  column 
and  note  the  num- 
ber  of  grand, 

Franc  E.  Rotanth.l  friendly,  thought¬ 
ful,  helpful  letters 
from  so  many  of  you — all  unanswered! 
Really,  gals,  you’ve  been  marvelous 
about  writing  to  me,  sending  news  and 
comments,  and  just  trying,  via  the  postal 
route,  to  bridge  the  miles  that  separate 
us. 

How  I  wish  there  were  enough  hours 
in  the  day  to  do  all  of  the  things  I’d 
like  to  do.  First  on  this  list,  were  there 
even  thirty  or  forty  extra  minutes,  would 
bo  to  write  thank-you  notes  to  all  of  you 
who  have  been  so  good  to  me.  I’m  truly 
grateful,  I  want  you  to  know,  even  if  I 
don’t  seem  to  be  able  to  show  it  very 
tangibly.  Perhaps,  though,  each  one  of 
you  will  accept  this  expression  of  appre¬ 
ciation  this  time  and  maybe  next  time 
I’ll  be  able  to  carry  out  what  my  dis¬ 
position  and  inclination  tell  me  to  do,  but 
what  that  old  demon  “busy  schedule’’ 
keeps  me  from  accomplishing. 

News  from  all  around  the  country  has 
come  in  bit  by  bit  these  past  three  and 
a  half  months.  Each  time  one  of  your 
attractive  papers  reaches  me  I’m  delight¬ 
ed  anew,  with  the  interesting  reports  re¬ 
flecting  the  activity,  the  alertness,  the 
professionalism,  and  the  effectiveness  of 
those  of  us  who  tread  the  fortunate  path 
of  the  school  secretary.  We  have  fun 
and  at  the  same  time  ours  is  the  satis¬ 


faction  of  knowing  that  what  we  do  ii 
a  genuine  service  to  the  world  througt 
the  girls  and  boys  who  tomorrow  will 
shape  its  destinies.  What  a  joy  that  ill 
As  I  fly  over  the  surrounding  area  these 
days  I  cannot  help  but  feel  how  lucky 
I  am  to  be  working  in  such  a  worthwhile 
and  yet  so  pleasant  a  job.  Incidentally, 
gals,  despite  rain,  snow,  wind,  mud,  and 
lack  of  free  daytime  hours,  the  solo  time 
is  nevertheless  gradually  accumulating- 
more  than  twenty  hours  now — so  the  pri¬ 
vate  pilot’s  license  is  not  too  far  off. 

But  to  get  to  my  offlciai  duties  and 
round  up  the  news  from  here  and  there, 
as  you  have  sent  it  in — and  there’s  i 
good  roll  call  this  time,  a  new  face  or  two 
and  only  two  or  three  of  our  older  ac¬ 
quaintances  have  failed  to  give  an  ac¬ 
count  of  themselves. 

So  here  goes — 

*  >i>  « 

Arizona 

The  School  Administrative  Assistanti 
of  Arizona  report  a  busy  and  forward- 
looking  year.  In  the  words  of  J.  W 
Laur,  president  of  the  association,  “We 
have  had  our  annual  meeting  and  are 
organized  for  a  new  year  ...  A  new 
year!  A  year  in  which  we  dream  and 
hope  for  greater  achievement — greater 
accomplishment  ...  As  our  purpose  ii 
for  good,  as  our  objectives  are  worthy, 
as  our  motives  are  proper,  so,  with  the 
right  spirit  and  united  effort,  can  our 
desires  be  realized.  These  desires  should 
include  a  greater  fellowship  and  helpful¬ 
ness  in  our  relations  with  our  associate!, 
a  greater  service  to  education,  a  greater 
perfection  in  our  individual  service.” 

The  SAAA  is  also  interested  in  start¬ 
ing  the  ball  rolling  to  get  themselvei 
under  Federal  Social  Security.  Good  ludi 
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to  you,  Arizona,  on  a  most  worthwhile 
objective! 

The  Phoenix  chapter  of  SAAA  met  in 
December  for  a  luncheon  at  the  San  Car- 
lot  Cafe.  New  officers  were  elected: 
Mrs.  Rose  Allen,  president;  Mrs.  Mildred 
Hill,  first  vice-president;  Miss  Angelita 
Fsvela,  second  vice-president;  Miss 
Mirion  Elliott,  secretary-treasurer.  This 
lively  bunch  plans  monthly  meetings  dur¬ 
ing  the  year — we  wish  they’d  write  us 
tbout  them. 

«  «  >t> 

California 

The  Los  Angeles  Newsletter  continues 
to  reflect  the  significant  activity  of  that 
live-wire  group.  The  March  issue  told 
of  plants  for  a  fashion  show  which  must 
have  been  a  knock-out. 

The  Newsletter  is  a  real  service  me¬ 
dium  as  well,  reporting  on  all  matters 
affecting  L.  A.  secretaries.  Important 
rule  changes  relating  to  status  of  part- 
time  employees  and  their  salaries,  vaca¬ 
tion  allowances,  and  eligibility  for  re¬ 
employment  and  advancement  were 
brought  to  the  attention  of  the  284 
members  of  the  association  through  this 
fine  little  paper.  A  grand  idea  surely 
to  keep  everyone  posted  that  way. 

The  Pasadena  Association  of  School 
Secretaries  has  published  an  attractive 
yearbook  which  contains  the  constitution 
and  by-laws  of  the  organization  as  well 
as  the  names  of  the  executive  board,  the 
officers,  and  committee  personnel,  and  an 
outline  of  the  year’s  program.  A  splen¬ 
did  leaflet  inserted  in  the  yearbook  pre¬ 
sents  an  excellent  statement  of  aims  and 
objectives  of  the  association  and  serves 
as  a  welcome  to  new  members.  Con¬ 
gratulations,  gals,  on  these  grand  pub¬ 
lications  ! 

The  Pasadena  group  has  done  a  nice 
job  in  establishing  itself  as  a  civic  or¬ 
ganization.  It  has  become  a  charter 
member  of  the  Women’s  City  Club  of 
Pasadena  and  it  has  continued  its  mem¬ 
bership  in  the  Council  of  Women’s  Clubs. 
Nice  going,  you  California  secretaries! 

And  as  a  service  to  its  own  member¬ 
ship  this  active  association  has  promoted 
the  formation  of  a  Vocabulary  Class  in 


the  Extended  Day  Division  of  Pasadena 
Junior  College  and  also  established  a 
class  for  building  up  speed  in  typing 
and  shorthand. 

Professional  work  of  the  year  in  Pasa¬ 
dena  includes  a  survey  of  the  classifica- 
toin  of  all  secretaries  and  clerks  of  the 
school  system.  That  should  prove  most 
helpful. 

An  outline  of  the  year’s  program  indi¬ 
cates  the  variety  of  worthwhile  activi¬ 
ties  planned: 

October  —  Dinner,  business  meeting, 
travel  films. 

November — Excursion  to  Padua  Hills 
for  dinner  and  theatre. 

December — Business  meeting,  Christ¬ 
mas  party. 

January  —  Sponsored  the  Pasadena 
Community  Dance. 

February — Dinner,  business  meeting, 
speaker.  ' 

April — Business  meeting,  speaker,  so¬ 
cial  hour. 

May — Annual  dinner  party. 

June — Installation  of  new  officers. 

A  wonderful  record,  secretaries.  More 
power  to  you  for  this  fine  professional 
activity ! 

«  «  * 

District  of  Columbia 

The  District  of  Columbia  girls  are 
advancing  their  professional  standing  in 
a  big  way  by  sponsoring  a  workshop  for 
all  employees — those  new  to  the  system 
as  well  as  those  of  longer  experience. 
The  project,  an  effective  in-service  train¬ 
ing  aid,  is  scheduled  for  three  successive 
Thursday  evenings  and  is  designed  to 
satisfy  the  need  to  be  brought  up  to  date 
on  recent  changes  in  organization  and 
administration  of  the  Washington  schools 
and  the  desire  to  improve  the  manage¬ 
ment  of  school  offices  and  the  work  of 
the  secretaries  in  those  offices.  Members 
of  the  administrative  staff  are  cooper¬ 
ating  with  the  secretaries  in  promoting 
and  carrying  on  the  workshop  which  is 
certain  to  be  most  effective.  A  grand 
idea,  surely! 

The  D.  C.  gals  also  find  time,  incident¬ 
ally,  for  organized  recreation,  and  their 


Bulletin  reports  that  the  bowling  league 
has  had  a  grand  season. 

*  * 

Maine 

The  Maine  School  Secretaries’  Asso¬ 
ciation  in  its  Bulletin  reports  an  active 
membership  of  24  for  the  1946-47  year. 
Highlight  of  the  year  was  the  annual 
meeting  in  Bangor  which  is  written  up 
in  the  attractive  publication  as  follows: 
“Our  annual  October  meeting  was  at¬ 
tended  by  twenty-four  members  and  two 
guests.  It  was  a  thoroughly  enjoyable 
occasion  highlighted  by  the  presence  of 
Miss  Eleanor  Dearden,  our  National 
School  Secretaries’  Association  presi¬ 
dent,  and  Dean  Glenn  Kendall  of  the 
University  of  Maine.  As  speakers  they 
left  us  with  much  food  for  thought  and 
the  anticipation  of  a  summer  workshop 
for  secretaries  right  here  in  Maine.  Fol¬ 
lowing  the  usual  business  session  and 
election  of  officers,  an  informal  discus¬ 
sion  of  the  summer  workshop  took  place.’’ 

It’s  grand  to  know  that  Maine  is  to 
have  its  own  worksop  this  summer. 
We’re  certain  it  will  be  most  worth  while 
and  a  great  help  to  all  Maine  secretaries, 
keep  up  the  good  work  you  good  people 
from  down  East! 

*  ♦  ♦ 

Massachusetts 

The  Massachusetts  gals  had  a  tenth 
anniversary  luncheon  not  long  ago.  Adele 
Chamberlain  of  Medford,  president  of 
the  group,  has  written  this  interesting 
account: 

“The  Massachusetts  Association  cele¬ 
brated  its  tenth  birthday  on  Saturday, 
February  1,  1947,  with  a  luncheon  in  the 
Crystal  Ballroom  of  the  Hotel  Kenmore, 
Boston.  We  had  an  attendance  of  about 
one  hundred  members. 

“The  decorations  at  each  table  were 
large  red  hearts  surrounded  by  lace  and 
bearing  a  couple  of  measures  of  the 
words  and  music  of  ‘Happy  Birthday’ 
stenciled  in  white  ink.  The  favors  were 
old-fashioned  red  bon  bons  containing 
paper  hats  which,  however,  many  failed 
to  i)ut  on  inasmuch  as  they  were  wearing 
so  many  attractive  models  themselves 
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(i  la  Dache,  et  cetera).  We  had  indi- 
fidual  tables  seating  from  eight  to  ten 
persons  with  a  hostess  at  each  one.  The 
hostesses  left  the  room  after  the  dessert 
ns  placed  on  the  tables  and,  when  the 
lights  had  been  lowered,  they  returned 
bearing  birthday  cakes  each  lighted  by 
ten  red  candles.  It  was  really  most 
effective.  Music  by  a  new  recording  sys¬ 
tem  furnished  the  entertainment  for  us 
ill  during  the  luncheon.  *  At  the  head 
table,  in  addition  to  the  other  decora¬ 
tions,  we  had  a  beautiful  bouquet  of 
ipring  flowers  which  was  sent  by  one 
of  our  past  presidents,  Elizabeth  Zurba 
of  Norwood,  who  was  unable  to  be  pres¬ 
ent  because  of  illness. 

"At  the  head  table,  in  addition  to  the 
officers,  were  four  of  our  past  presi¬ 
dents —  Pauline  Meads  of  Wakefield, 
Lydia  Bagdikian  of  Stoneham,  Mildred 
O’Connor  of  Revere,  and  Evelyn  Gum- 
mer  of  Shrewsbury.  We  were  most  for¬ 
tunate  in  having  also  Mrs.  J.  Stevens 
Kadesch,  wife  of  the  Superintendent  of 
Schools  in  Medford,  Eleanor  Dearden, 
our  National  President  of  whom  we  are 
very,  very  proud,  and  Pauline  Smith  of 
the  Maine  Association. 

“Before  taking  our  places  at  the  table, 
it  is  our  custom  to  have  a  blessing  song. 
The  selection  on  this  occasion  was  the 
‘Lord’s  Prayer’  sung  by  Palmina  Pas- 
quantonio  of  Framingham,  accompanied 
on  the  piano  by  Lydia  Bagdikian  of 
Stoneham,  two  of  our  own  members. 
After  the  luncheon  greetings  were  ex¬ 
tended  by  Adele  Chamberlain,  the  presi¬ 
dent.  This  was  followed  by  remarks  by 
Mrs.  Kadesch,  Eleanor  Dearden,  and 
Pauline  Smith. 

“We  decided  that  as  this  was  to  be  a 
birthday  party  only  all  business  would 
be  eliminated.  Accordingly  the  meeting 
was  turned  over  to  Nina  Spaulding  and 
her  group  of  entertainers  who  put  on  a 
marvelous  show  which  we  enjoyed  to 
the  utmost.  The  meeting  came  to  a  close 
with  the  group  joining  in  singing  ‘Auld 
Lang  Syne’.” 

Wish  we  could  have  looked  in  on  that 
happy  occasion,  Massachusetts! 


PIONAIRING 

iUfi/i  NESBITT 

Horace  Mann,  pioneer  in  education, 
would  have  felt  a  bond  of  kinship  with 
the  pioneers  in  schoolroom  comfort,  John 
J.  Nesbitt,  originators  of 
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Michigan 

“The  School  Secretary — Professional¬ 
ly  Speaking,”  theme  of  the  sixth  annual 
convention  of  the  Michigan  Association 
of  School  Secretaries,  is  indeed  appeal¬ 
ing,  and  plans  for  the  meeting  scheduled 
for  April  26-27  in  Lansing,  indicate  an 
outstanding  occasion.  The  convention 
committee  is  to  be  commended  for  ar¬ 
ranging  so  professional  a  program,  fea¬ 
tures  of  which  include  well-planned  dis¬ 
cussion  groups  for  secretaries  on  ele¬ 
mentary  school,  secondary  school,  and 
administrative  levels,  and  a  timely  ad¬ 
dress  with  a  world-implication  theme  by 
Professor  Preston  Slosson,  lecturer  and 
commentator.  University  of  Michigan. 

Nine  cities  in  Michigan  have  formed 
an  organization  and  call  themselves  the 
“Association  of  Downriver  School  Secre¬ 
taries.”  The  Representative  Board  is 
made  up  of  one  elected  girl  from  each 
city: 

Allen  Park,  Mrs.  Shirley  Schmelke, 
Program  Chairman. 

Lincoln  Park,  Mrs.  Bessie  O.  Hall, 
Secretary. 

!  Melvindale,  Mrs.  Florence  Nelson,  Di¬ 
rectory  Chairman. 

Grosse  He,  Miss  Dorothy  Kopke,  On 
Program  Committee. 

Trenton,  Miss  Josephine  Knight,  By- 
Laws  Chairman. 

Riverview,  Mrs.  Sylvia  Brighton, 
Treasurer. 

Wyandotte,  Miss  Mildred  Mielkie,  Vice- 
President. 

Ecorse,  Miss  Jeanne  Wolfe,  On  Pro¬ 
gram  Committee. 

River  Rouge,  Mrs.  Dorothy  Niemann 
Ferguson,  President. 

The  nine  representatives  elected  the 
officers  and  committee  chairmen.  This 
group  will  meet  once  a  month.  The  host¬ 
ess  group  will  be  in  the  following  order 
— River  Rouge,  September;  Ecorse,  Octo¬ 
ber;  Wyandotte,  November;  Riverview, 
December. 

The  Greater  Muskegon  School  Secre¬ 
taries  Association  was  organized  in  June, 
1946,  with  the  election  of  the  following 
officers  —  President,  Esther  Vanderzyl; 


Vice-president,  Arlene  McComb;  Secre¬ 
tary-Treasurer,  Mildred  Pearson. 

The  Highland  Park  Association  of 
School  Secretaries  is  another  active 
group  in  the  state  of  Michigan.  Its 
program  for  the  year  consists  of  regular 
charity  work  to  raise  money  for  the 
many  funds,  consisting  of  a  regular 
camp  fund  for  underprivileged  children, 
Community  Chest,  Red  Cross,  veterans' 
aid,  and  the  ifke.  In  addition,  each  secre¬ 
tary  either  made  or  donated  the  money 
for  a  dress  for  the  Community  Center 
Christmas  Fund.  HPASS  has  also  been 
active  in  the  USO  and  have  taken  over 
Sunday  work  on  many  occasions,  fur¬ 
nishing  food  and  serving  it  to  the  boys. 
Several  of  the  girls  are  with  the  Motor 
Corps  and  are  still  keeping  up  the  work 
for  the  Red  Cross.  The  group  is  also 
planning  to  hold  several  workshop  pro¬ 
grams  and  to  bring  in  outstanding 
speakers  for  these  workshops. 

Grand  Rapids  and  Flint  also  boast 
effective  secretarial  associations.  At  s 
recent  Grand  Rapids  meeting  the  speak¬ 
er  was  Leonard  C.  Vander  Linde,  Jr.,  i 
World  War  II  veteran,  who  lost  his  left 
hand  in  Germany.  He  showed  his  “pros¬ 
thetic  appliances”  for  the  arm  and  demon¬ 
strated  their  usefulness.  The  Flint  Asso¬ 
ciation  had  a  big  spread  in  the  local 
newspaper  recently — picture  and  all — of 
how  the  group  had  been  organized  ever 
since  November,  1937.  The  account  told 
of  the  first  meeting  and  the  gradual 
growth  of  the  association  and  of  its  tak¬ 
ing  an  active  part  in  the  forming  of  the 
Michigan  Association. 

The  Detroit  Association,  in  its  monthly 
Newsletter,  reports  a  continuous  round 
of  professional  activity.  The  group  is 
working  hard  to  improve  its  salary 
status  and  gains  have  been  made,  accord¬ 
ing  to  Maxine  Armstrong,  president. 
Social  meetings,  workshop  programs, 
and  cooperation  with  teachers’  organiza¬ 
tions  in  their  civic  and  professional 
activities  are  all  included  on  the  agenda 
of  this  association.  And  they’ve  pub¬ 
lished  the  grandest  directory  of  their 
own  membership — a  wonderful  idea — it’s 
good  looking  and  splendidly  arranged. 
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An  interesting  announcement  has  come 
from  Detroit  that  Ora  Stanbery,  well 
known  to  many  school  secretaries,  was 
msrried  on  February  14.  Her  name  is 
now  Mrs.  Arthur  Uolsen.  Our  very  best 
wishes  to  you,  Ora. 

*  «  « 

Missouri 

With  the  seventh  annual  convention  of 
the  Missouri  State  Association  of  School 
Secretaries  now  but  a  memory,  the  show- 
me  state  gals  are  busy  trying  to  live  up 
to  the  ideals  set  forth  at  that  meeting. 
And  reports  from  over  the  state  indicate 
they’re  making  good  on  their  promises. 
The  “Code  of  Ethics  for  School  Secre¬ 
taries,”  developed  by  one  of  last  sum¬ 
mer’s  Purdue  Workshop  committees,  has 
been  of  particular  interest  to  the  group 
and  the  girls  recognize  in  the  code  out¬ 
line  the  opportunity  for  greater  personal 
professionalization. 

The  Kansas  City  Association  and  the 
St.  Louis  County  Association  of  School 
Secretaries  have  both  reported  a  year 
of  stimulating  activity.  In  each  group 
social  meetings  for  fellowship  have  been 
alternated  or  combined  with  professional 
meetings  at  which  outstanding  speakers 
have  challenged  and  inspired  the  girls 
to  greater  effectiveness. 

*  *  * 

New  Hampshire 

At  press  time  for  this  column  the 
spring  meeting  of  the  New  Hampshire 
Association  of  School  Secretaries  was 
still  ahead — being  scheduled  for  Satur¬ 
day,  April  12,  at  the  Junior  High  School 
at  Nashua.  A  luncheon  at  the  Laton 
House,  preceding  the  meeting,  was  de¬ 
signed  to  provide  the  social  atmosphere 
of  the  occasion.  On  the  docket  is  the 
important  item  of  affiliation  with  NASS. 
By  the  time  you  read  this  note  we  hope 
this  objective  has  been  accomplished. 

We’ll  be  eager  to  hear  all  about  your 
meeting,  Esther  Magnuson,  and  we’re 
grateful  to  you  for  writing  to  tell  us  it 
was  coming  up. 

*  «  * 

New  Jersey 

The  attractive  New  Jersey  Bulletin 
reports  significant  activity  in  the  Garden 
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State.  The  tenth  anniversary  of  the 
association  will  be  observed  May  10  with 
a  festive  spring  luncheon  at  Kresge’s  in 
Newark. 

New  Jersey’s  plan  of  county  member¬ 
ship  chairmen  sounds  like  a  great  idea. 
How  about  following  that  scheme  in 
other  states?  And  these  New  Jersey 
gals  also  hold  regional  meetings  to  af¬ 
ford  an  opportunity  for  more  secretaries 
to  be  aided  by  the  professionalizing  pro¬ 
gram.  Orchids  to  you,  New  Jerseyites, 
for  your  ambitious  plans  and  their  ex¬ 
cellent  results. 

Word  also  comes  from  New  Jersey 
that  Dan  Cupid  has  been  busy  there  also. 
Margaret  V.  Kernan,  former  officer  of 
the  National  Association  of  School  Sec¬ 
retaries,  was  married  on  December  24, 
1946,  at  the  Saint  Mary’s  Rectory,  Salem, 
New  Jersey.  Margaret  is  now  Mrs. 
Harry  William  French  and  is  living  at 
22  Pearl  Street,  Meriden,  Connecticut. 
Our  very  best  wishes  to  you,  Margaret, 
for  much  happiness. 

*  *  * 

Pennsylvania 

Keyboard  Kapers  of  the  Pittsburgh 
School  Secretaries  Association  is  the 
only  Pennsylvania  paper  to  reach  us  for 
this  column.  It  reports  state-wide  as 
well  as  local  activity,  however,  and  we 
can  see  from  it  that  Pennsylvania  secre¬ 
taries  are  an  alert  and  busy  group. 

They’re  working  hard  on  certification 
in  Pennsylvania  and  we  hope  that  this 
w’orthy  objective  may  soon  be  realized. 
It’s  to  the  credit  of  those  gals  that  they 
want  to  professionalize  themselves  to  the 
extent  of  being  able  to  meet  such  cer¬ 
tification  standards  as  may  be  set  up. 
Keyboard  Kaperit  quotes  the  following 
statement  on  the  subject  made  by  Ann  G. 
Kohute,  junior  past  president  of  the 
Pennsylvania  State  Association: 

“Many  girls  are  fearful  of  certifica¬ 
tion  because  they  are  afraid  this  may 
cost  them  their  positions.  This  is  not  so. 
All  school  secretaries  would  be  given  an 
opportunity  to  qualify  for  a  position — 
not  any  of  us  would  lose  our  positions 
because  of  this.  Every  secretary  would 
be  given  four  credits  for  each  year  of 


service  up  to  fifteen  years.  Since  it 
would  require  70  credits  to  obtain  i 
standard  certificate,  a  secretary  who  hu 
worked  fifteen  years  and  would  thereby 
be  entitled  to  60  credits  would  have  only 
10  credits  to  earn  in  subjects  set  forth 
by  the  State  Council  of  Education,  and 
she  would  be  given  perhaps  seven  to  ten 
years  to  do  this.  Secretaries  who  already 
hold  degrees  would  obtain  a  school  secre¬ 
tary’s  certificate.’’ 

That’s  the  spirit  for  advancing  our 
profession ! 


Texas 

A  newcomer  to  our  ranks  has  been 
heard  from  this  month  and  I  quote  from 
a  delightful  letter  from  Fannie  Billings, 
president,  and  Adelene  Knott,  secretary, 
of  the  Dallas  School  Clerks  and  Secre¬ 
taries  Association: 

“Dallas  Public  School  clerks  and  sec¬ 
retaries  have  formed  an  organization 
and  have  adopted  as  their  purpose  the 
four-point  program  used  by  the  National 
Association.  We  hope  to  send  you  inter¬ 
esting  news  at  a  later  date. 

“So  far  as  we  know  this  is  the  only 
secretaries’  association  in  Texas  at  the 
present  time,  but  there  may  be  one  in 
San  Antonio.’’ 

What  about  it,  San  Antonio?  Are  you 
with  us?  If  so,  please  make  yourself 
known. 

Thanks,  Dallas,  for  writing  and  the 
best  of  luck  to  you.  We’ll  be  waiting 
to  hear  from  you  soon  again. 


Wisconsin 

The  Newsletter  of  the  Milwaukee 
School  Secretaries  Association  is  one  of 
the  most  colorful  and  attractive  of  the 
papers  that  reach  us.  Bright  spring 
colors  are  used  for  the  several  sheets  of 
the  March  issue  and,  needless  to  say,  the 
reading  was  the  more  enjoyable  because 
of  the  variety  and  gaiety. 

They  surely  have  a  good  time  in  Mil¬ 
waukee  from  Newsletter  accounts.  The 
March  meeting,  for  example,  was  a  St. 
Patrick’s  Day  affair  which  featured 
“emerald”  rings  as  favors  for  each  sec¬ 
retary  attending.  The  April  get-together 
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ii  announced  as  a  card  party  and  on 
June  5  the  gals  have  reserved  the  lodge 
at  Jacobus  Park  for  their  final  social 
meeting  of  the  year. 

The  Bowling  League  is  flourishing  in 
Milwaukee  and  as  the  Newsletter  went 
to  press  the  Atom-Ettes,  the  secretaries’ 
team,  had  just  come  out  of  a  tie  with  the 
City  Slickers  to  gain  undisputed  first 
place.  Nice  going,  gals — and  stay  up 
there!  For  spring  and  summer  fun, 
participation  in  the  Municipal  Golf 
League  is  anticipated.  Those  gals  are 
certainly  sports  minded,  and  it’s  won¬ 
derful. 

And  not  to  overlook  professional  activ¬ 
ity  as  well,  the  Newsletter  announces 
plans  for  the  NASS  summer  meeting  in 
Cincinnati  and  calls  the  convention  to  the 
attention  of  Milwaukee  secretaries  in 
most  appealing  manner.  We’re  sure 
they’ll  have  a  large  delegation. 

Especially  enjoyable  and  deeply  pro¬ 
fessional  in  its  underlying  idea  of  what 
we  go  through  to  carry  on  our  jobs  is 
Sylvia  Brook’s  “Reminiscences  of  the 
Snow  Storm’’  which  appears  in  the 
March  Milwaukee  Newsletter.  Deter¬ 
mined  to  be  on  time  for  work  the  day 
of  the  blizzard,  Sylvia  had  herself  an 
adventure  endeavoring  to  get  to  school 
through  waist-high  snow  banks,  only  to 
b(  forced  back  when  forward  navigation 
in  the  drifts  proved  impossible.  Evident¬ 
ly  school  authorities  had  similar  experi¬ 
ences,  for  when  Sylvia  finally  returned 
safely  to  her  warm  home  the  radio  very 
considerably  announced  that  there  would 
be  no  school  that  day!  We  admire, 
however,  the  very  professional  sense  of 
duty  that  led  her  out  on  such  a  morning. 
*  «  « 

And  that  takes  us  through  the  alpha¬ 
bet  again.  Lots  doing  about  the  coun¬ 
try,  isn’t  there?  And  undoubtedly  there’s 
lots  more  about  which  we  haven’t  been 
advised.  Do  try  to  tell  us,  won’t  you? 
Just  send  your  notes,  letters,  bulletins, 
papers,  and  what  not  to 

Frances  E.  Rosenthal 
224  Library  Building 
Kansas  City  6,  Missouri 
and  keep  ’em  coming! 


Thanks  again  and  again  for  yolr 
future  help  and  my  deepest  gratitude  to 
all  you  faithful  ones  who  have  remem¬ 
bered  me  in  the  months  just  past — 
you’re  a  grand  bunch  and  I  love  you  for 
your  thoughtfulness. 

Hope  to  see  all  of  you  before  long. 
And  remember,  the  flying  invitation  still 
holds! 

Your  Listening  Reporter 
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better  salaries  for  teachers.  The  flight  from  teaching  will  be  checked  or  substta- 
tially  stopped  during  1947.  Perhaps  new  phenomena  such  as  strikes  by  teachen, 
direct  collective  bargaining  between  teachers  and  boards,  and  other  recent  abern- 
tions  from  the  normal  will  be  less  evident.  Sympathetic  as  I  must  always  lie 
with  teachers  and  their  problems,  I  still  hope  we  may  ultimately  be  a  real  pro- 1 
fession.” — Henry  H.  Hill,  President,  American  Association  of  School  Administrator!, 
president,  George  Peabody  College  for  Teachers,  Nashville. 

“Yesterday  the  battlegrounds  of  freedom  were  in  the  streets,  in  the  fields,  ot 
the  beaches,  in  the  mountain  passes,  on  the  snow-capped  mountains,  in  the  trees, 
in  fox-holes,  in  the  trackless  jungles,  in  the  seas,  in  the  skies — all  over  the  world. 
Today,  the  battlegrounds  of  freedom  are  in  the  schools,  the  churches,  the  homes, 
the  places  of  business,  in  our  cars,  on  the  sidewalks,  in  our  clubs,  at  our  shows, 
in  our  night  clubs — wherever  we  are  at  the  time  we  are  there.  As  we  learn  to  live 
together  as  free  men  in  the  smaller  everyday  affairs  of  life,  we  will  build  the  kind  of 
country  of  our  dreams.  We  can  have  the  kind  of  community,  the  kind  of  city,  and 
the  kind  of  world  we  are  willing  to  build  day  in  and  day  out  as  we  live  together.’’- 
Alexander  J.  Stoddard,  superintendent  of  schools,  Philadelphia,  Pennsylvania. 

“Superintendents  must  inspire  in  their  teachers  the  feeling  of  being  a  vital 
part  of  this  great  enterprise — must  make  them  feel  the  precious  sharing  of  respon¬ 
sibility.  Success  for  the  administrator  is  dependent  on  the  teachers,  who  sharing 
the  work  should  also  share  the  glory.  Good  teachers  go  to  the  school  systems  when 
teachers  share  in  the  policy  making  and  even  in  the  budget  making.  In  this  kind 
of  atmosphere  everyone  gives  his  best  and  grows  better.” — Pearl  A.  Wanamaker, 
president,  National  Education  Association;  state  superintendent  of  Public  In8tru^ 
tion,  Olympia,  Washington. 


The  sunshines  on  a  house;  but  it 
shines  tn  a  home.” 

*  *  * 

“The  man  who  admits  he  has  a  lot  to 
learn  has  learned  a  lot.” 

*  *  * 

“A  chip  on  the  shoulder  is  too  heavy 
a  piece  of  baggage  to  carry  through 
life.” — John  Hancock.  •' 


“The  greatest  undeveloped  resourca 
of  any  nation  are  its  people.” 

*  *  « 

“Opportunity  never  knocks  for  person! 
not  worth  a  rap.” 

*  *  * 

“All  things  come  to  him  who  waits— 
provided  he  knows  what  he  is  waiting 
for.” — Woodrow  Wilson. 
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*  ONE  OF  NEW  YORK’S  OUTSTANDING  HOTEL  VALUES  OFFERS;  * 

Old  Fashioned  Hospitality . .  for  Modem  School  Secretaries 

The  Park  Chambers  has  that  pleasant,  non-commercial  atmosphere  which  makes  it  a  favorite 
with  school  secretaries,  teachers  and  administrators.  When  in  New  York  stay  at  this  friendly 
hotel  and  enjoy  old-fashioned  hospitality  in  a  modern  setting. 

WITHIN  THE  HUB  YET  OUT  OF  THE  HUBBUB  . .  . 

Attractively  furnished  rooms  from  $3.00  sinKle — $4.00  double.  Ownership-ManaKement. 

Write  Dept.  NSS  for  reservations  and  a  free  "Guide-Map"  of  New  York. 

Visit  the  charming  Zodiac  Room! 

HOTEL  Park  Chambers 

it  Avenue  of  the  Americas  at  58th  St.,  New  York  A.  D’ARCY,  MANAGER  * 
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When  dealing  with  our  advertisers,  please  mention  the  National  Secretary 
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In  a  Sociology  Class  (on  a  test)  : 
Teacher:  Give  me  the  definition  of 
Sociology. 

Willie:  Sociology  is  the  study  of 
Human  Beans. 


An  enterprising  youngster  in  Jackson 
Heights,  N.  Y.,  has  started  a  new  busi¬ 
ness.  His  business  card  has  this  infor¬ 
mation  : 

Mr.  Harvey  Hector,  Jr. 

Person  Escorter. 

Tots  and  Kiddies  took  to  school  and 
returned,  prompt  in  perfect  condition — 
if  received  that  way. 

Military  discipline. 

Rates  25c  a  week. 

Refined  conversashun. 

No  extra  charge  for  nose  wipin’. 

All  I  ast  is  a  trial. 


A  school  teacher  received  this  note 
one  morning:  “Please  do  not  give  my 
son  any  more  home  work.  The  question 
you  asked  about  how  long  it  would  take 
a  man  to  walk  around  the  block  40  times 
caused  me  to  lose  a  whole  day’s  work. 
Then,  after  I  had  walked  it,  you  marked 
the  answer  wrong!’’ 


Overheard  at  the  beach: 

Small  boy:  “Mummy,  may  I  go  in  the 
water?” 

“No,  darling,  it’s  far  too  deep.” 

“But  Daddy  is  swimming.” 

“Yes,  dear,  but  Daddy’s  insured.” 


Small  boy:  “I’m  not  afraid  of  going 
to  the  hospital.  Mom.  I’ll  be  brave  and 
take  my  medicine.” 

Mother:  “That’s  my  good  boy!” 

Small  boy:  “But  I  ain’t  going  to  let 
them  palm  off  a  baby  on  me  like  they 
did  on  you.  I  want  a  pup.” 


There’s  a  tale  going  around  the  Iowa 
State  campus  of  a  certain  English  pro¬ 
fessor  who  went  over  to  a  local  apart¬ 
ment  house  and  asked  to  see  the  list  of 
people  living  in  it.  He  didn’t  have  to  go 
through  very  many  names  before  he 
found  the  one  he  was  looking  for,  and 
said,  “Put  my  name  down  for  this  man’s 
apartment,  please.  I  just  flunked  him, 
and  he’ll  be  dropping  out  of  school  any 
day  now.” 


Mandy,  sixty  years  old  but  looking 
much  younger,  was  asked  the  secret  of 
hiding  her  years.  She  said,  “When  ah 
works,  ah  works  hard;  when  ah  sits,  ah 
sits  loose;  an’  when  ah  starts  worryin’ 
ah  jes  goes  to  sleep.” 


The  teacher  was  giving  the  youngsters 
a  mental  drill.  “Now,  Bobby,  tell  me 
which  month  has  twenty-eight  days  in 
it.” 

Bobby  had  forgotten.  After  a  moment 
he  had  the  answer,  “They  all  have.” 


An  inspector,  visiting  a  country  school 
was  extremely  annoyed  at  the  noise 
made  by  the  pupils  in  an  adjoining  room. 
At  last,  unable  to  stand  it  any  longer, 
he  opened  the  door  and  burst  in  upon 
the  class.  Seeing  one  boy  taller  than  the 
others  and  talking  a  great  deal,  he  seized 
him  by  the  collar,  removed  him  to  the 
next  room,  and  stood  him  firmly  in  the 
corner. 

“Now  you  stand  there  and  be  quiet!” 
he  commanded. 

Ten  minutes  later  a  small  head  ap¬ 
peared  around  the  door  of  the  inspector’s 
room  and  a  meek  voice  asked: 

“Please,  sir,  may  we  have  our  teacher 
back?” 
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SECTIONAL  AND  STATE  MEMBERSHIP  CHAIRMEN 


SECTION  I: 

Connecticut — Miss  Mildred  A.  Bristol,  Lewis  High  School,  Southington.  ! 

Mascechutetts — Miss  Elizabeth  Zurba,  Norwood  School  Dept.,  Norwood. 

Maine — Pauline  H.  Smith,  Deering  High  School,  Portland. 

New  Hampshire — Miss  Betty  St.  Omge,  Board  of  Education,  Nashua. 

Rhode  Island — Chairman  to  be  appointed. 

Vermont — Miss  Harriette  Wheeler,  31  N.  Williams  Street,  Burlington.  ■; 

SECTION  II:  Miss  Eunice  Bounds,  Board  of  Education,  Wilmington,  Delaware. 

Delaware — Mrs.  Helen  W.  Kirkley,  School  Administration  Building,  Wilmington  9.1 
District  of  Columbia — Miss  M.  Alvina  Carroll,  Franklin  Administration  Bui  idm 
Washington. 

Maryland — Miss  Joanna  Lankford,  Board  of  Education,  Salisbury. 

New  Jersey — Miss  Marion  Ernst,  Robert  Cordon  School,  Roselle  Park. 

New  York — Mrs.  Margaret  Evans,  Board  of  Education,  401  W.  Genesee  St.,  SyracuJ 

SECTION  III:  Miss  Anne  Kohute,  Dickson  City  Schools,  Dickson,  Pennsylvania. 

Pennsylvania: 

Eastern  District — Miss  Mildred  Byerly,  Shamokin  Public  Schools,  Shamokin. 
Western  District — Miss  Nelda  Kane,  Board  of  Public  Education,  Pittsburgh.  . 
Virginia — Miss  Frankie  Anderson,  Nathaniel  Bacon  School,  Richmond.  -i 

West  Virginia — Miss  Madge  Fultineer,  Weston  High  School,  Weston. 

SECTION  IV:  Miss  Sara  Milner,  Girls  High  School,  Atlanta,  Georgia. 

Alabama — Miss  Lilia  A.  Simmons,  Barton  Academy,  Bay  Minette. 

Florida — Mrs.  Louise  Warren,  Miami  Senior  High  School,  Miami. 

Georgia — Mrs.  Oletta  Westmoreland,  Griffin  Public  Schools,  Griffin. 

Kentucky — Chairman  to  be  appointed. 

North  Carolina — Chairman  to  be  apF>ointed. 

South  Carolina — Miss  Faye  Fuller,  Union  City  Schools,  Union. 

Tennessee — Chairman  to  be  appointed. 

SECTION  V:  Miss  Violet  Knick,  McKinley  Occupational  School,  Dayton,  Ohio. 

lllinoit^M  rs.  Ruth  Smith,  John  Mills  School,  Elmwood  Park.  ■ 

Indiana — Miss  Merle  Carlin,  Clinton  City  Schools,  Clinton. 

Iowa — Miss  Agnes  Hansen,  Cedar  Falls  Public  Schools,  Cedar  Falls. 

Ohio— Miss  Virginia  Bowman,  Board  of  Education,  Akron. 

SECTION  VI:  Mrs.  Dorothy  Nieman  Ferguson,  River  Rouge  High  School,  River  Rouge,  Mk 
Michigan — Miss  Ora  Stanberry,  467  W.  Hancock  Street,  Detroit  1 . 

Minnesota — Miss  Helen  Lund,  5141  First  Avenue  South,  Minneapolis. 

North  Dakota — Miss  Lee  Hood,  School  of  Education,  University  of  North  Dakd 
Grand  Forks. 

South  Dakota — Miss  Carrie  M.  Voight,  Lead  Public  Schools,  Lead. 

Wisconsin — Miss  Betty  Zimmerman,  Steuben  Junior  High  School,  Milwaukee. 
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I|KTI0N  VII:  Miss  Georgia  A.  Davis,  Board  of  Education,  Hannibal,  Missouri. 

I  Arkanut— Catharine  Yates,  West  Side  Junior  High  School,  Little  Rock. 

[Kanue— Miss  Marcella  Yoho,  Wichita  High  School  East,  Wichita  7. 

Minitaippi — Miss  Laura  Marie  Hudson,  Pescagoula  Schools,  Pescagoula. 

Misaouri — Miss  Betty  Segeicke,  Room  203  Public  Library  Bldg.,  Kansas  City. 

^  Leuiaiana — Miss  Edna  Mae  Nicholson,  Lafayette  School,  New  Orleans. 

iJKTION  VIII:  Miss  Lois  Norton,  414  Fourteenth  Street,  Denver,  Colorado. 

Colorado— Mrs.  Gracia  A.  King,  School  Administration  Office,  Denver  2. 

Idaho— Chairman  to  be  appointed. 

Montana — Mrs.  E.  Mae  Lessley,  Gallatin  County  High  School,  Boseman. 

Nohraafca — Chairman  to  be  app>ointed. 

Utah — Miss  Zelpha  Barrell,  440  East  First  South,  Salt  Lake  City. 

Wyoming — Miss  Grace  D.  Clarke,  Board  of  Education,  Cheyenne. 

SKTION  IX:  Mrs.  Grace  B.  Holt,  Phoenix  Union  High  School,  Phoenix,  Arizona. 

Arizona — Mrs.  Rachel  Maynard,  College  of  Business  Administration,  Tucson. 
Oklahoma — Mrs.  Clenna  Killion,  400  N.  Walnut  Street,  Oklahoma  City. 

Now  Mexico— Chairman  to  be  appointed. 

Texao— Chairman  to  be  apF>ointed. 

SiCTION  X  Mrs.  Helen  Bingham,  7003  Arbutus  Avenue,  Huntington  Park,  California. 
California — Mrs.  Charlotte  Lynch,  808  North  Spring  Street,  Los  Angeles. 

Nevada — Chairman  to  be  appointed. 

Oregon — Miss  Bernice  Weberg,  Girls  Polytechnic  High  School,  Portland  1 5. 
Washington — Miss  Ruth  Markhus,  Mason  City  High  School,  Coulee  Dam. 


NATIONAL  ASSOCIATION  OF  SCHOOL  SECRETARIES 
Application  for  Membership 
Date . 

Name;  (Mrs.,  Miss,  or  Mr.) . 


Name  of  School .  Address. 

City  . .  State. 


Position  in  School  System: . 

Name  of  member  turning  in  this  new  application: 


(Not  necessary  unless  you  wish  to  give  it.) 

(Forward  this  application,  with  one  dollar  for  annual  dues,  to  Mary  E.  Bowers, 
Treasurer,  Crawfordsville  City  Schools,  Crawfordsville,  Indiana.) 


